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New Employee Onboarding Checklist 

Many (not all) of the following tasks can be owned by the employee and placed into an Excel 
spreadsheet with timelines assigned and a place for the employee to track progress, status, and 
notes. To aid in retaining information, onboarding can be turned into a self-paced training or 
scavenger hunt where employees track down various people, resources, or project information. 
Recommended book for new employees: The First 90 Days 

¨ Address all Human Resources policies and procedures.

¨ Assign equipment and logins.

¨ Provide a broad company orientation that includes company history, vision, mission, philosophy, and

strategic initiatives.

¨ Schedule departmental shadowing and informational interviews with people outside of the employee’s

immediate area.

¨ Coordinate a ‘teach back’ to the team. (Employee presents to their team what they learned during

shadowing and informational interviews).

¨ Provide the employee with all internal links to resources and information.

¨ Conduct team orientation by providing names of teammates and all project information.

¨ Schedule one-to-ones with teammates.

¨ Schedule one-to-ones with clients and project stakeholders.

¨ Coordinate another ‘teach back’ to the team. (Employee presents what they learned about teammates,

clients, stakeholders, and projects).

¨ Assign a team buddy to assist with team-level questions.

¨ Schedule weekly one-to-ones with the manager.

¨ Create a 30 / 60 / 90-day goal plan in collaboration with the new employee.

¨ Initiate career conversations within 90 days.

¨ Assign a mentor (preferably not the employee’s manager) to help with broader topics (i.e., company

culture, best practices, various styles of communication).

¨ Provide continuous communication, feedback, and recognition.

¨ Clearly state all expectations.

¨ Virtual onboarding should include the same content as in-person onboarding, except to include more

information about the company’s:

o virtual protocol.

o virtual best practices.

o resources about remote work, work-life balance, how to work remotely with clients and coworkers.

¨ Conduct periodic surveys to measure the success of the onboarding program.

¨ Gather retention statistics to determine if employees are staying/leaving due to the onboarding program.

¨ Collect feedback about the onboarding program when conducting exit surveys.

¨ Gather verbal feedback about the onboarding program from the new hire during one-to-ones with the

manager.

https://www.amazon.com/First-Days-Updated-Expanded-Strategies/dp/B00CH7FE1O/ref=sr_1_2?dchild=1&gclid=Cj0KCQjwsZKJBhC0ARIsAJ96n3UH4lX3xrkISfpXDuC4Ix1evNdx0O8IxT7J8sW319rsoL-Y1oU7fU8aAn7AEALw_wcB&hvadid=174240385842&hvdev=c&hvlocphy=9017592&hvnetw=g&hvqmt=e&hvrand=14841094213593908867&hvtargid=kwd-131564382&hydadcr=24658_9648989&keywords=the+first+90+days&qid=1629822520&sr=8-2

