
A strong onboarding process sets the foundation for employee success, engagement, and
retention. Use this checklist to ensure new hires integrate smoothly into your organization.

A  G U I D E  T O  A  S E A M L E S S  T R A N S I T I O N

Employee Onboarding Checklist

PRE-BOARDING: BEFORE THE START DATE

DAY 1: WELCOME & ORIENTATION
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Send a welcome email with start date, schedule, and key contacts. 

Provide necessary paperwork (offer letter, tax forms, benefits enrollment). 

Set up IT access (email, software, logins, security credentials). 

Prepare workstation (desk, computer, phone, office supplies). 

Assign a mentor or onboarding buddy. 

Share company resources (handbook, policies, mission, values).

Greet new hire and provide office tour (or virtual welcome session). 

Introduce to key team members and leadership. 

Review job expectations, responsibilities, and success metrics. 

Provide an overview of company culture and values. 

Ensure completion of HR paperwork and benefits enrollment. 

Set up and test required tools, software, and equipment.

Pre-Boarding sets the stage for a smooth first day by taking care of essential logistics, paperwork, and
introductions—helping new hires feel informed, supported, and connected from the start.

Day 1 is all about making the new hire feel welcomed and confident—through introductions, clear
expectations, and a smooth setup that sets the tone for a successful start.
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WEEK 1: INTEGRATION & TRAINING

MONTH 1: PERFORMANCE & ENGAGEMENT

Schedule 1:1 meetings with direct manager and key stakeholders. 

Begin role-specific training and shadowing opportunities. 

Review team workflows, projects, and goals. 

Introduce company communication tools (Slack, Teams, email best practices). 

Encourage participation in company culture activities. 

Gather feedback on onboarding experience so far.

Conduct first formal check-in with manager to discuss progress. 

Set short-term goals and milestones for first 90 days. 

Address any challenges or concerns early. 

Continue training and development opportunities. 

Foster connections through team-building activities. 

Reinforce company values and long-term vision.

Week 1 focuses on deeper integration—connecting new hires with their team, launching hands-on training,
and building familiarity with tools, workflows, and company culture.

Month 1 is about building momentum—aligning on goals, addressing early challenges, and deepening
engagement through ongoing development and team connection.

FIRST 90 DAYS: GROWTH & LONG-TERM SUCCESS

Conduct a 90-day performance review and discuss feedback. 

Outline career development and growth opportunities. 

Ensure full integration into team projects and responsibilities. 

Gather insights from the new hire on improving the onboarding process. 

Celebrate milestones and achievements.

The first 90 days lay the foundation for long-term success—combining performance feedback, career
planning, and full team integration to ensure the new hire feels confident, valued, and future-focused.



JKExec.com 585.417.9690 Info@JKExec.com

Need help improving your
onboarding experience?

A well-structured onboarding process enhances employee satisfaction,
productivity, and retention. We’re here to help you welcome new team

members with a seamless integration plan for your new hires.


