
RESOLUTION NO. 256-24 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ARCATA 
APPROVING THE CITY OF ARCATA ADMINISTRATIVE POLICIES AND PROCEDURES 

FOR NEW EMPLOYEE ONBOARDING 
 
WHEREAS, onboarding a new City of Arcata employee is a welcome to the City’s culture, values, and 
structure. The process of onboarding begins as soon as the start date for a new employee is agreed upon. 
During the onboarding process a new employee learns City policies, procedures, and takes legally required 
training. In addition, it is an opportunity to provide employee compensation and benefit information 
pertaining to their classification; and, 
 
WHEREAS, the City of Arcata wants their new employees to receive their onboarding in an efficient, 
consistent, and informative manner prior to their start date regardless of the new employee’s classification 
or department; and, 
 
WHEREAS, the New Employee Onboarding Policy is applicable to all new City of Arcata employees 
pursuant to the conditions as outlined in the attached policy; and, 
 
WHEREAS, new employee onboarding tasks which are done for the benefit of the employer are 
compensable under the Fair Labor Standards Act and as such the City of Arcata must provide authority 
and procedures for the compensation to ensure it is done in a fair and consistent basis; and the final 
decision on compensation under this policy rests with the Human Resources and Administrative Services 
Director, or designee. 
 
NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Arcata does hereby 
establish the attached Administrative Policy and Procedure for New Employee Onboarding, effective upon 
adoption. 
 
 
DATED: December 17, 2025 
 
 
ATTEST:       APPROVED: 
 
 
 
               
City Clerk, City of Arcata     Mayor, City of Arcata 
 

 
 
 
 
 

 



 
 

 
Clerk’s Certificate 

 
I hereby certify that the foregoing is a true and correct copy of Resolution 256-24, passed and adopted at 
a regular meeting of the City Council of the City of Arcata, Humboldt County, California, held on the 
17th day of December, 2025, by the following vote: 
 
AYES: 
 
NOES: 
 
ABSENT: 
 
ABSTENTIONS: 

 
        

      
Rhea Varley, City Clerk 

  



 
 

 
City of Arcata 

Administrative Policies and Procedures 
 
 

Subject:  New Employee Onboarding   
 
Effective Date:  February 1, 2026   
 
Originating Department:  City Manager’s Office   

 
 
I. PURPOSE 
   
To establish policy and procedures for the onboarding of newly hired and rehired employees and establish 
a defined reasonable amount of compensation for the completion of employer benefiting tasks prior to an 
employee’s start date.  
 

 
II. DEFINITIONS 
 
For the purposes of this policy, the following definitions will be used: 
 

2.1 “Authorized Pre-Hire” is an individual who is ready to complete onboarding with the City 
who will transition to an employee on their first day of work.  
 

2.2 “Activation Email” is an email sent to an Authorized Pre-Hire to create a password and 
activate their account in NeoGov Onboard.  
 

2.3 “Checklist” is the to do items the Authorized Pre-Hire can review and complete prior to 
their start date. It includes both employee and employer benefiting tasks and training.  
 

2.4 “Defined reasonable amount of time” is the estimated amount of time it will take to 
complete the employer benefiting onboarding tasks and training.  It is considered 
reasonable if most individuals will be able to complete the employer benefiting tasks within 
the given timeframe. 
 

2.5 “Employee” shall mean full-time and hourly City employees. 
 

2.6 “Employee Benefiting” shall mean tasks, trainings, and checklist items in NeoGov 
Onboard an Authorized Pre-Hire completes which primarily benefit the employee. 
Example includes but not limited to: reading about available health benefits and completing 
forms for a health savings account and deferred compensation account.  

 
2.7 “Employer Benefiting” shall mean tasks, trainings, and checklist items in NeoGov Onboard 

an Authorized Pre-Hire completes which primarily benefit the employer.  Example 



 
 

includes but not limited to: reading and acknowledging City of Arcata personnel policies 
and reading and acknowledging City of Arcata safety policies. 

 
2.8 “New employee orientation" is a meeting between Human Resources and a newly started 

full time employee during their first week of employment.  
 

2.9 “Onboard” means the NeoGov software the City is using to manage the onboarding of new 
employees.  

 
2.10 “Onboarding” is the process of a candidate for a position, who has completed all pre-

employment steps and has a confirmed start date, transition from being a candidate to a 
City employee. The candidate (Authorized Pre-Hire), Human Resources, and the 
Department all have tasks to complete during the onboarding process. The majority of tasks 
the Authorized Pre-Hire needs to complete. It includes but not limited to learning about the 
City, completing mandatory training, reviewing benefit information, and reviewing and 
acknowledging the City personnel policies. 

 
2.11 “Portal” is the landing page an Authorized Pre-Hire will see when they log into the 

Onboard.  
 

 
III.   GENERAL 
 
This policy is established to:  
 

3.1 Facilitate the onboarding of new City of Arcata employees.  
 

3.2 Define a reasonable amount of time to complete employer benefiting tasks prior to a new 
employees start date and to define the compensation employees will receive for completing 
these tasks. 

 
3.3   Outline procedures and responsibilities for Authorized Pre-Hires, Departments, and 

Human Resources during the onboarding process. 
 
 
IV.   POLICY 
 

4.1 Human Resources is authorized to compensate Pre-Hires for a defined reasonable amount 
of time to complete employer benefiting onboarding tasks prior to their start date.  
 

4.2 Compensation for full-time employees will be in the form of straight compensatory time 
off or management leave added to the employees leave banks during the processing of their 
first paycheck depending on their FLSA status of exempt or nonexempt.   

 
4.3 Full-time FLSA nonexempt positions will receive four hours of straight compensatory time 

off for the completion of employer benefiting tasks prior to their start date. 
 



 
 

4.4 Full-time FLSA exempt position will receive four hours of additional management leave 
for the completion of employer benefiting tasks prior to their start date.  

 
4.5 Hourly employees who complete the onboarding process in Onboard prior to their start 

date will receive an additional two hours of pay on their first paycheck. 
 
4.6 All employees whose onboarding includes Mandated Reporter Training who complete the 

onboarding process in Onboard prior to their start date will receive an additional one hour 
of compensation.  Full-time FLSA nonexempt will receive an additional one hour of 
straight compensatory time.  Full-time FLSA exempt will receive an additional one hour 
of management leave.  Hourly staff will receive one additional hour of pay on their first 
paycheck.  

 
4.7 The Human Resources and Administrative Services Director and designee has the authority 

and final decision making in the type and amount of compensation for the completion of 
employer benefiting tasks during onboarding the Authorized Pre-Hire/New Employee will 
receive. 

 
 
V.   HUMAN RESOURCES RESPONSIBILITIES:  
 

5.1 Human Resources will initiate the onboarding process after the completion by a candidate 
of all the pre-employment steps and a start date has been negotiated and confirmed by the 
Department and candidate.  

 
5.2 Human Resources will send the Authorized Pre-Hire an activation email (to the email 

address in their NeoGov account) to create a password for Onboard so they can access their 
onboarding portal and checklists.  

 
5.3 Human Resources will notify and educate a new Authorized Pre-Hire regarding the 

onboarding process. 
 
5.4 Human Resources will engage in the interactive process with an Authorized Pre-Hire who 

requests an accommodation due to a disability to complete the onboarding process. 
 
5.5 Human Resources will check, at the start of a new employee’s first day, on the percentage 

of completion of onboarding tasks in NeoGov Onboard.  
 
5.6     Human Resources will add the appropriate time to the employee’s first payroll if the 

onboarding tasks and checklist is complete. 
 
 
VI.   AUTHORIZED PRE-HIRE AND NEW EMPLOYEE RESPONSIBILITIES:  
 

6.1 Authorized Pre-Hire will receive activation email for Onboard and activate their account.  
 
6.2 Authorized Pre-Hires will log into Onboard from a personal device prior to their start date 



 
 

to complete a checklist of mandatory training, reading and acknowledging understanding 
of City of Arcata’s personnel policies, and other tasks for their new position with the City.   

 
6.3 Compensation for the time spent on employer benefiting tasks will be given during the first 

payroll of the new full-time employee.  
 
6.4 Pre-Hires will not receive compensation for employee benefiting tasks such as reviewing 

options for medical care or completing information for a deferred compensation account.  
 
6.5 Pre-Hires which need an accommodation due to a disability to complete the onboarding 

steps should reach out to Human Resources to engage in the interactive process at any time 
during the process. 

 
6.6  If the Authorized Pre-Hire is unable to complete onboarding prior to their start date, they 

should notify their Department on their first day of employment.  They will be given a 
reasonable amount of work time by their Department on their first or second day of 
employment to complete the employer benefiting checklist and tasks outlined in Onboard.  

 
 
VII. DEPARTMENT RESPONSIBILITIES: 
 

7.1  Department will inform Human Resources when a start date has been confirmed with the 
candidate.  

 
7.2 Department will complete their tasks as outlined in Onboard prior to the new employee 

start date.  
 
7.3 Department will check in with new employee on their first day to see if they have 

completed the onboarding process.  
 
7.4 Department will allow the new employee, who did not complete their onboarding tasks and 

checklist prior to their start date, time on their first or second day of employment, to utilize 
a computer to complete any remaining employer benefiting tasks.  Employee benefiting 
tasks can be completed on the employee’s own time. 

  
7.5 Departments will notify Human Resources if they would like to use Onboard for hourly 

employees. 
 
 
 
 
 
 
Revised: 
12-17-25 
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