
Employee Onboarding Checklist 
 
 1. Pre-Arrival Preparations 
 
   - Prepare Employment Contract: 
     Draft and review the employment contract, ensuring it includes all necessary details, 
such as the job title, salary, start date, work hours, and any specific terms or conditions. 
     - Send the contract to the new hire for review and signature, and ensure you receive a 
signed copy before the start date. 
 
   - Create a Welcome Package: 
     - Assemble a welcome package with an oEer letter, job description, company overview, 
and other relevant materials. 
     - Include information about the company’s culture, values, and mission to help the new 
hire understand the organization’s ethos. 
     - Provide important contact information, such as their manager, HR representative, and 
IT support. 
 
   - Set Up Workspace: 
     - Prepare the new hire’s workspace, including a desk, chair, computer, and other 
necessary equipment or supplies. 
     - Ensure the workspace is clean, organized, and fully equipped with tools such as pens, 
notebooks, and other oEice supplies. 
 
   - Set Up IT Access: 
     - Arrange for the new hire’s computer, email account, and other IT systems to be set up 
before arrival. 
     - Provide login credentials and ensure access to necessary software, applications, and 
company databases. 
     - Test all systems to ensure they are working properly and the new hire can access 
everything they need. 
 
   - Prepare a Training Schedule: 
     - Develop a comprehensive training schedule that outlines the first few weeks of the new 
hire’s employment, including orientation, role-specific training, and any required 
certifications. 
     Coordinate with department heads or trainers to ensure the new hire has access to all 
necessary resources and training sessions. 
 
 2. First Day Orientation 
   - Welcome and Introduction: 
 



     - Greet the new hires upon arrival and warmly welcome them to help them feel 
comfortable. 
     - Introduce the new hire to their manager, HR representative, and key team members. 
     - Give a brief tour of the oEice, highlighting important areas such as restrooms, break 
rooms, and emergency exits. 
 
   - Review Employment Contracts and Policies: 
     - Review the employment contract with the new hire, ensuring they understand all terms 
and conditions. 
     - Review company policies and procedures, including attendance, dress code, and code 
of conduct. 
     - Discuss the new hire’s role, responsibilities, and expectations, and clarify any 
questions they may have. 
 
   - Provide Employee Handbook: 
     - Give the new hire a copy of the employee handbook, which should include detailed 
information on company policies, procedures, and benefits. 
     - Highlight key sections of the handbook, such as leave policies, performance reviews, 
and disciplinary procedures. 
     - Encourage the new hire to read the handbook thoroughly and ask any questions they 
may have. 
 
   - Set Up Payroll and Benefits: 
     - Collect necessary documentation from the new hire, such as tax forms (e.g., W-4) and 
direct deposit information. 
     - Enroll the new hire in the company’s payroll system and confirm their pay schedule and 
method of payment. 
     - Provide an overview of available benefits, such as health insurance, retirement plans, 
and paid time oE, and guide the new hire through enrollment. 
 
   - Distribute Equipment and Tools: 
     - Provide the new hire with all necessary equipment and tools, such as a computer, 
phone, ID badge, and oEice supplies. 
     - Ensure the new hire knows how to use any specialized equipment or software required 
for their role. 
     - Review company policies related to the use of company equipment, including IT 
security protocols and acceptable use policies. 
 
 3. Orientation and Training 
 
   - Schedule Orientation Sessions: 
     - Plan and schedule orientation sessions that cover company history, culture, values, 
and organizational structure. 



     - Arrange for the new hire to meet with key department heads or leaders to understand 
how diEerent teams contribute to the company’s success. 
     - Include sessions on important topics such as workplace safety, diversity and inclusion, 
and data security. 
 
   - Role-Specific Training: 
     - Develop a training plan tailored to the new hire’s specific role, including hands-on 
training, shadowing opportunities, and access to relevant resources. 
     - Assign a mentor or trainer to guide the new hire through their initial tasks and answer 
any questions. 
     - Schedule regular check-ins with the new hire’s manager to review progress and provide 
feedback. 
 
   - Compliance and Certifications: 
     - Ensure the new hire completes required compliance training, such as harassment 
prevention, cybersecurity awareness, or industry-specific regulations. 
     - Verify that the new hire holds any necessary certifications for their role, or arrange for 
them to obtain certifications if required. 
     - Document the completion of all required training and certifications in the new hire’s 
personnel file. 
 
   - Familiarize with Tools and Systems: 
     - Provide training on any software, tools, or systems the new hire will use in their role. 
     Ensure the new hire knows how to access company resources such as the intranet, file-
sharing platforms, and communication tools. 
     - OEer additional training or resources for tools that may be unfamiliar or complex. 
 
 4. Integration with the Team 
 
   - Introduce New Hires to the Team: 
     - Organize a team meeting or lunch to introduce the new hire to their colleagues formally. 
     - Facilitate icebreaker activities or informal conversations to help the new hire build 
relationships with team members. 
     - Assign a “buddy” or mentor from the team to assist the new hire with integration and 
provide support during their first few weeks. 
 
   - Schedule One-on-One Meetings: 
     - Arrange one-on-one meetings between the new hire and key team members or 
stakeholders they will work closely with. 
     - Encourage open communication and collaboration, helping the new hire feel 
comfortable sharing ideas and asking questions. 
     - Provide opportunities for the new hire to learn about the roles and responsibilities of 
their colleagues. 
 



   - Set Up Collaboration Tools: 
     - Ensure the new hire is added to all relevant team communication channels, such as 
Slack, Microsoft Teams, or project management tools. 
     - Provide training on how to use these tools eEectively for collaboration and 
communication. 
     - Encourage the new hire to participate actively in team meetings, discussions, and 
projects. 
 
 5. Ongoing Support and Evaluation 
 
   - Set Performance Goals and Expectations: 
     - Collaborate with the new hire to set clear, achievable performance goals for their first 
90 days. 
     - Discuss key performance indicators (KPIs) and how their success will be measured. 
     - Schedule regular check-ins to review progress, provide feedback, and adjust goals as 
needed. 
 
   - Provide Ongoing Feedback: 
     - Establish a feedback loop, encouraging the new hire to share their experiences and ask 
for help when needed. 
     - Provide constructive feedback regularly, recognizing achievements and addressing any 
areas for improvement. 
     - Create an open-door policy, allowing the new hire to approach their manager or HR with 
any concerns or questions. 
 
   - Encourage Professional Development: 
     - Discuss opportunities for professional growth, such as training programs, workshops, 
or certifications. 
     - Provide information on the company’s learning and development resources, such as 
online courses or tuition reimbursement programs. 
     - Encourage the new hire to set long-term career goals and identify steps they can take to 
achieve them. 
 
   - Evaluate the Onboarding Process: 
     - Solicit feedback from the new hire about their onboarding experience, identifying any 
areas for improvement. 
     - Review the onboarding checklist to ensure all steps were completed and the new hire 
feels supported. 
     - Use the feedback to refine and improve the onboarding process for future hires. 
 
   - Celebrate Milestones: 
     - Acknowledge key milestones, such as completing the first week, first month, and first 
90 days. 



     - Organize a small celebration or recognition event to mark the new hire’s successful 
integration into the team. 
     - Continue to support the new hire’s growth and development as they progress. 
 


