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A Detailed Guide for Your Onboarding Experience

STEP 1 – Offer letter
 
· You will be receiving the offer letter and background check emails the day of my email.
· The offer letter will be coming directly from the AdventHealth Application system. Please verify the information on your offer letter is correct, including Start date, pay rate, and any other details. 
· Make sure to check your spam if you do not see it in your inbox
· If you can’t locate your offer email, you can also log in to your account and access your offer paperwork under the “Tasks” tab. Use this link to log in: Login (taleo.net)
· Once you are logged in, accept the offer, using your last name only.
· Complete all of the tasks associated with the offer letter (the system will automatically move you to the next steps once you accept the offer). You will be asked to provide personal information, read policies, etc.
 
STEP 2 – Background Check from Pre-check
 
· The Background Check request will be coming from a company called Pre-check (the sender should be listed as CandidateServices@precheck.com)
· Please complete the background check information as soon as possible, as the link will expire if you don’t complete it within the set amount of time.
· You will need Job history information, including dates of employment, company addresses and phone numbers.
· You will also need education information, including dates of attendance, degree earned, addresses and phone numbers.
· If you have diplomas/certifications/transcripts available, it is extremely helpful to upload them during this process and this will expedite the completion of your pre-employment process.
 
STEP 3 – Employee Health Screening
 
· You will be receiving a call soon from our Preboarding team. Make sure to pick up the phone even if you don’t recognize the number.
· The Preboarding Specialist will be scheduling your Employee Health Screening appointment and will be able to answer any questions regarding your pre-employment paperwork moving forward, so make sure to take down their contact information.
· Remember that your Employee Health Screening results may take on average 7 business days to come back, so it’s best to schedule to complete this appointment as soon as possible.
  
STEP 4 – Benefits
 
· Please see attached Benefits Guides for 2022. This will help you prepare for your upcoming elections period after you start. 
· You will have 10 days from your start date to make your elections and the coverage will be back dated to your first day of employment.
 
STEP 5 – Orientation
 
Our Onboarding team will be sending you an email with Orientation information. Here is what you can expect:
 
· Orientation will be virtual with live components as well as self-paced modules to complete.
· The Live session is conducted through Microsoft Teams. Be ready to have your camera on.
· Orientation lasts two full days (Monday and Tuesday, unless it’s a Holiday week). The Day 1 online Live session typically starts at 9am. Please be ready to login at that time.
· You will be receiving login information for Orientation on either the Friday before you start or on Monday morning at the latest. Should you not receive this email, please contact our Onboarding team at: CFD.HR.OnboardingTeam@AdventHealth.com
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