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PRE-ARRIVAL

· Send text congratulating new-hire with start date

· Send welcome letter to home with onboarding agenda
· Post a memo to announce to team

· Send calendar invite of start date to all leaders with agenda

· Prepare New Hire folder, name badge and pledge card, business cards, uniform, and welcome gift
ARRIVAL

· Welcome new associate! (Be ready) 
· Present welcome gift
· Property Tour & Introductions (using First Day Checklist)
· Review welcome folder

· Documents needed for welcome folder
· First Day/week Checklist

· Hotel Information 
· Starfish Story

· 10 Leadership Tips

· Who Am I

· Be Our Guest!

· Complete first day checklist

· Schedule follow-up 1:1 meetings and/or Mentor/Buddy
· Shaping Service Roadmap – Needs to be completed 14/30/60 days. Found in Digital Learning Zone www.dlz.marriott-ld.com  Select Explore Learning.  (See job aid)
POST-ARRIVAL
· Conduct one week and 30-day one on one meetings
· Be Our Guest Overnight Experience 

· Huddle

· Build a learning plan
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