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Bringing on a 
New 
Employee  
 

Learn what to consider when onboarding and setting up a new 

employee. 

 
Congratulations on hiring your new employee! As you bring them on, there are two key 

processes you’ll want to undertake. First, you will want to onboard them, that is have a 

process to welcome them onto the team and give them a sense of how the organization 

runs and its culture. Second, you’ll want to run the internal processes to set up your 

new employee so they are ready to be paid and supported from the start. 

Both these processes should be implemented at the same time, but for clarity in this 

tool, we are going to separate them into sections.  

Onboarding 

A well-designed and implemented onboarding process can benefit your business by 

ensuring your new staff member has the information and support needed to meet your 

program goals.  Here is a list of topics to consider when designing your onboarding 

process: 

• Warm Welcome – Onboarding is an opportunity to help your new employee feel 

included and part of your organization. Think of ways you might warmly welcome 

them into your program.  You might consider a meet-and-greet, a welcome letter 

or email blast to staff and families, or perhaps a small welcome gift. You want to 

convey the message that you are glad your new employee has joined your 

program.  

• Vision, Values, and Philosophy – Chances are you shared these ideas during 

your interview with your new employee, but now, in your onboarding, is an 

opportunity for your new employee to really understand how your vision, values, 

and philosophy are lived in your program.  Be prepared to share about your 

mission, the hopes and wishes you have for your program, and how you see your 

new employee working to make those things happen.  

• Formal Processes – Perhaps certain forms should be completed a certain way, 

or you have a particular curriculum that you follow, food program paperwork 

procedures, where to record their hours worked, and family communication 

methods. While these are just a few things to consider, you will want to make 



 

sure to train your new hire on how formal processes are done at your program 

and don’t assume that if they had been working somewhere else, they will know 

how you do things. DECAL requires centers and learning homes to give all new 
and provisional employees an initial orientation. Make sure you are familiar with 
the  Rules and Regulations about staff training. 

• Operations – Every employee comes to work wanting to do a good job.  Helping 

an employee understand how things operate in your program will help your new 

employee be successful.  Things to share with a new hire are the best way to 

communicate with you and other staff members, your dress code, the rules of the 

break room, where to park, etc. This is a great place to help a new employee 

understand their role in your program.  

• Policies and Procedures – Reviewing the policies and procedures in your 

employee handbook will help your employee better understand not only what 

your policies and procedures are but why they are in your handbook. This is a 

great time to review attendance policy, clock-in and clock-out procedures, how to 

communicate and interact with families, policies around working with children, 

etc. Be sure to allow space for your new employee to ask questions.  Remember 

the goal is to have an employee understand how things are done at your program 

and feel confident that they can do those things that you expect.  

• Emergency Procedures – Your new employee may come with experience in 

handling emergencies, or this may be their first job.  Think through how you want 

to support and equip them with the knowledge and confidence that they use in an 

emergency.   

• Expectations – The way your employees interact with the children, families, and 

each other daily greatly impacts your business. Take the time to outline your 

expectations so that your employees understand the tasks and behaviors that are 

expected of them. This is a great place to help a new employee feel supported by 

you and the other people in your program.  

 

Depending on the specific needs and characteristics of your business, there may be 

other items to include in your onboarding process as well.  Spend some time thinking 

about what it is that new employees need to know in order to be successful working at 

your program.  Ensure that your employee has a copy of the Staff handbook easily 

accessible so they can refer back to the handbook as needed.   

An effective onboarding process should involve other people. As the program leader, 

the responsibility doesn’t have to fall solely on your shoulders. Use the skills and 

strengths of your current employees to help bring a new person into your program.  

Some programs choose to have a mentor or buddy program where a new employee is 

paired with a more experienced employee who can serve as a resource.  When 

https://www.decal.ga.gov/CCS/RulesAndRegulations.aspx


 

employees feel connected to their co-workers, they are more likely to stay engaged and 

stay working at your program.   

Recognizing that learning new things can take some time, a successful onboarding 

process occurs over several months.  When designing your onboarding process, break 

up the things that a new employee needs to know and portion out those things over a 

logical time period.  One way to do this is to outline what a new employee in your 

program needs to know on Day 1, Week 1, Month 1, and Month 3, similar to the example 

below.  

 

Day 1 Week 1 

 

 

 

 

Month 1 Month 3 

 

 

 

 

 

Lastly, plan to carve out time to connect with your new employee regularly, especially at 

the beginning of their time with you. The goal is that they are both well acquainted with 

the policies and procedures of your program and also that you help them continue to 

learn and grow in your program.  You know the power of connection with young 

children and their families; the same is true for your employees.  A little extra time and 

attention can go a long way in building the viability of your business. 

Setting Up a New Employee 

While you want to make sure you are onboarding your employee effectively; you’ll also 

want to make sure that you finish your hiring process in compliance with regulations and 

set them up for pay and benefits.  

If this employee is your first one, before you start signing the employee up, make sure 

you have an Employer Identification Number (EIN). You can apply for an EIN online, by 

mail, by fax, or by phone you can learn more here. When applying for an EIN, you will 

need to provide information about your business, such as the legal name, address, and 

type of entity. You may also need to provide information about the responsible party or 

owner of the business. It's important to have all the necessary information at hand 

before you apply to ensure a smooth application process. With your EIN in hand, you’ll 

want to take the following steps: 

1. Verify that your employee is eligible to work in the US – All employers are 

required to verify that their employees are eligible to work in the United States 

https://www.irs.gov/businesses/small-businesses-self-employed/how-to-apply-for-an-ein


 

within the first three days of employment. You must use Form I-9 to verify an 

employee's identity and eligibility to work. You need to hold onto the Form I-9 and 

all supporting documents for at least three years if the employee stays with you. If 

they leave employment with you, the form can be destroyed after one year. 

Because it will have sensitive information, you’ll want to keep it in a safe place 

and, ideally, have a digital or off-site copy, just in case you need it.  

2. Have your employee complete Form W-4 – Form W-4 is used to determine the 

amount of federal income tax to withhold from your employee's paycheck. Your 

employee should complete Form W-4 before they receive their first paycheck. 

This is another document you’ll need to keep in a safe place with a backup copy. 

In this case, you should hold onto it for at least four years after an employee has 

left. In many cases a payroll company will do this for you, so you may want to ask 

them if this is something they do. 

3. Alert the state –You must let the state know about your new hire. Click here to 

find out more about new hire reporting requirements.  If you have a payroll 

company, you may want to check with them first.  Many times payroll companies 

will do this for you.  

4. Set up payroll and benefits – You need to set up payroll to calculate your 

employee's wages, withhold taxes, and make the appropriate deductions. 

Typically you will use a payroll service for this and you can provide a link for the 

new employee to set up an account for themselves. Additionally, you’ll want to 

connect them with any forms needed to use benefits such as retirement or 

healthcare.  

5. Report and pay taxes – You are required to report and pay employment taxes to 

the IRS and your state. This includes Social Security and Medicare taxes, federal 

and state unemployment taxes, and any state income taxes. 

Now you and your employee are ready for work! Remember as you move forward, it 

is important to keep accurate records of your employee's hours worked, wages paid, 

and taxes withheld as well as any promotions, raises, or issues. For questions about 

classifying your new hire appropriately, check out this resource, Classifying Staff: 

Contractors or Employees. 

 

 

 

Additional Resources 

If you have questions or need help, assistance is available. 

GaPDS Website 

DECAL Thriving Child Care Business Academy Website 

To Find Other Study Guides: Click on Resources on the Academy home page 

To Find Training: Click on Trainings on the Academy home page 

https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.acf.hhs.gov/css/employers/employer-responsibilities/new-hire-reporting
https://www.decal.ga.gov/documents/attachments/ClassifyingStaffContractorsorEmployees.pdf
https://www.decal.ga.gov/documents/attachments/ClassifyingStaffContractorsorEmployees.pdf
https://gapds.decal.ga.gov/
https://www.decal.ga.gov/Thriving
https://www.decal.ga.gov/Thrive/Resources.aspx
https://www.decal.ga.gov/Thrive/Trainings.aspx


 

To Register for Training: Click on Schedules & Registration on the Academy home 

page 

To Sign Up for Study Groups: Fill out the Intake Assessment 

For questions about coaching or study groups: Email GAcoaching@civstrat.com 

To Find Other ECE Resources: Visit the DECAL Website 

For General Questions about the Academy: Email thriving@decal.ga.gov 

For More Information: 

Family Child Care Learning Home Rules and Regulations 

Child Care Learning Center Rules and Regulations 

 

The content included in this guide has been adapted from Lean Recruitment: Finding Better 

Talent Faster (2017), by Gary Romano and Alison LaRocca. 
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