Use Checklists to Stay on Top
Keeping track of the onboarding process for new hires can be overwhelming for even the most seasoned
HR team. Consider utilizing a simple checklist to navigate the onboarding process in a way that is
conducive to creating a welcoming atmosphere and a long-term relationship. The checklist on the next
page can be used as a starting point for you to customize according to your own needs, whether it is for a
hiring manager, manager or mentor.

Onboarding Checklist
BEFORE THE EMPLOYEE’S START DATE
Job Duties and Schedule

 Contact the employee with useful information that may include any of the following:
o Confirmation of the start date, time, place, parking, maps and dress code
o Name of his or her mentor, if applicable
o Request to complete new-hire paperwork, such as tax forms, direct deposit form and
emergency contact information
 Add regularly scheduled meetings to the employee’s calendar.
 Plan the employee’s first assignments.
Social

 Email the employee’s department with relevant information about their new team member, such
as his or her start date, role and a brief bio. Copy the new employee, if appropriate.
 Select and meet with the new hire’s mentor, if applicable. Provide suggestions and tips.
 Set up meetings with critical people for the employee’s first few weeks.
Work Environment

 Clean the work area, and set up his or her cubicle or office space with supplies.
 Order office or work area keys.
 Order business cards and a name plate.
 Arrange for parking, if needed.
Technology

 Order technology equipment and software.
 Arrange for access to common shared network drives.
 Add the employee to relevant email distribution lists.
 Arrange for phone installation.
Training & Development

 Arrange pertinent trainings required for the job.
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FIRST DAY
Job Duties and Schedule

 Introduce the employee to the workspace.
 Review outline of duties and expectations for the first week.
 Review hours of work. Explain policies and procedures for overtime, use of vacation, sick time
and holidays.
Social

 Be available to greet the employee on the first day.
 Introduce the employee to others in the workplace and his or her mentor.
 Take the employee out to lunch. Include the mentor and any relevant team members.
Work Environment

 Give the employee key(s) or a building access card.
 Take the employee on a building tour.
 Explain how to get additional supplies.
Technology

 Provide information on setting up voicemail and computer.
FIRST WEEK
Job Duties and Schedule

 Give the employee his or her initial assignment—something small and doable.
 Briefly check in with employee each day to address any questions or concerns that may arise.
 Explain the annual performance review and goal-setting process.
 Review the process related to the probationary period, if applicable.
FIRST THREE MONTHS
Job Duties and Schedule

 Conduct regularly occurring one-on-one meetings while giving timely, useful feedback.
 Meet for informal three-month performance check-in.
 Create written performance goals and professional development goals.
Social

 Meet with the employee’s mentor to review initial stages of mentorship and answer questions.

This HR Toolkit is not intended to be exhaustive nor should any discussion or opinions be construed as
legal advice. Readers should contact legal counsel for legal advice.
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Training and Development

 Ensure the employee has attended all scheduled training and is signed up for any future training
sessions that may be needed.
 Provide information about continued learning opportunities, if applicable.
FIRST SIX MONTHS
Job Duties and Schedule

 Conduct six-month performance review.
 Review progress on performance goals and professional development goals.
FIRST YEAR (BETWEEN SIX AND TWELVE MONTHS)
Job Duties and Schedule

 Celebrate successes and recognition of the employee’s contributions.
 Continue providing regular informal feedback; provide formal feedback during the annual review
process.
 Have a conversation with the employee about his or her experience to date.
 Discuss potential goals for the next year.
Training and Development

 Discuss the employee’s professional development goals and identify relevant learning
opportunities.

This HR Toolkit is not intended to be exhaustive nor should any discussion or opinions be construed as
legal advice. Readers should contact legal counsel for legal advice.
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