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ONBOARDING CHECKLIST
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ONGOING
INTEGRATION
(3-6 MONTHS)
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Personalize the onboarding
experience

D Tailor the process to each
new hire

D Understand their learning and
communication styles

Communication
and support

D Maintain open communication

I:] Regular check-ins by HR and
managers

Employee documentation

D Prepare employment contract
and any other legal documents

D Collect necessary personal
information and documents
(e.g., tax forms, ID proofs)

Orientation schedule

D Create a detailed first
week schedule

D Arrange meetings with key team
members and departments

Warm welcome

D Personal greeting from HR
and immediate team

D Tour of the office and
introduction to key areas
(cafeteria, restrooms, etc.)

D For remote employees, offer a
virtual tour of the office

Role-specific training
D Provide in-depth training
relevant to the job role

[j Set up meetings with key
stakeholders and department
heads

Regular check-ins

D Continue regular meetings
with HR and line manager

D Offer support and resources as
needed

Continuous feedback

Implement a continuous
feedback mechanism

D Encourage open
communication

Set clear objectives
and milestones

D Establish goals for various
stages

D Provide feedback and
recognize achievements

Leverage technology
for efficiency

D Use HR technology for
streamlined processes

|:| Incorporate e-learning tools

IT and equipment setup

D Arrange for necessary hardware
(laptop, phone, etc.)

D Set up email accounts, access to
company software, and internal
communication tools.

Team introduction
[:] Notify current employees
about the new joiner

D Assign a mentor or buddy for
the new employee

Orientation sessions

D Conduct an HR briefing on
company policies, culture,
and values

D Review job role, expectations,
and initial projects

D Organize virtual lunches or
coffee breaks to foster
connections among remote
and in-office employees

Feedback sessions

D Schedule daily or weekly
check-ins with the new hire

D Address any questions or
concerns promptly

Professional development

[:| Discuss career paths and
development opportunities

[:] Provide information on training
programs and workshops

Team integration

[:] Facilitate involvement in team
projects and activities

D Encourage participation in
social events and company
culture initiatives

Foster a welcoming
and inclusive culture

D Create a welcoming
environment

D Encourage team support
and belonging

Continuous improvement

Solicit (and implement)
feedback from new hires

[:‘ Stay updated on industry
trends

Welcome package

D Prepare a welcome kit (company
swag, essential guides, etc.)

[:I Include an introductory letter or
video from the CEO or team

Logistics

D Provide information on office
location, parking, and security
procedures

[:] Arrange access badges or
security clearance if necessary

IT and systems training
I:] Ensure login credentials work

I:] Provide training on necessary
software and tools

D Arrange ongoing IT support for
troubleshooting and updates

Goal setting

[:] Define short-term and long-
term goals

[:] Discuss performance metrics
and review processes

Performance review

Conduct a formal one-month
performance review

[:] Set objectives and expectations
for the coming months

Performance review

D Monitor job satisfaction and
engagement levels

[:] Discuss long-term career
aspirations and opportunities



