Checklist

New Employee
Onboarding
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Before Day 1

D Send all pre-hire documents.
Plan out what will happen in the first week.

Prepare their workspace, tools, and other essential resources.

0O 0O O

Inform the team about the incoming hire’s name, role, and other
important details. If they know you’ll be making the rounds to
introduce new hires, they’ll be more likely to make time to be friendly

and welcoming.

C] Plan ‘meet and greets’ with important contacts.

Day 1

D Make a general announcement on the department, floor, business
unit, or whatever level of organizational structure your new hire will

be joining.

C] Conduct a tour. This should cover all the basics like restroom
locations, where to find each department, parking spots, break

rooms and lunch spots.

O

Layout the week one schedule.

O

Assigh a mentor.
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Week 1

D Walkthrough important procedures, rules, processes, and standards.
(] Introduce the company culture.

D Provide setup guides. From email and computer set up, to essential
processes and platforms your team uses.

D Provide a workbook. Build a workbook that includes milestones of
where they should be on Day 5, Week 2 and the end of Month 1.

O

Outline the training process.

O

Start training. The second day is a good time to start on their

training.

O

Follow up at the end of the week.

O

Calendar a 2-week check-in.

O

Encourage activity.
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Months1-3

D 6 week check. Find out what is going well, and what
they might need help and support with.

Start providing regular feedback.
Encourage independence.

Set performance goals.

O 0O O d

90 Day performance review.



