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Before the First Day
Confirm the start date and time with the new employee, ensuring that 
everything is ready for their arrival
Prepare necessary documents, such as employment contracts, offer 
letters, and job descriptions
Assign a workspace to the new employee and ensure that it is equipped 
with all the necessary equipment, including a computer, desk, and 
phone
Provide training materials, including any software or tools the new 
employee will need to use
Coordinate with relevant departments, such as HR and IT, to ensure 
that everything is in place for the new employee's arrival
Prepare a welcome package for the new employee that includes rele-
vant company information, such as policies and procedures, company 
values, and benefits

On the First Day
Welcome the new employee and introduce them to their manager and 
colleagues
Provide a tour of the office and show the new employee where every-
thing is located
Review company policies and procedures, including health and safety 
policies, IT policies, and other relevant information
Provide necessary paperwork, such as tax forms, benefit forms, and 
emergency contact information
Assign a mentor or buddy to the new employee to help them navigate 
their new job, answer questions, and provide support
Schedule training sessions for the new employee to learn about the 
company's products, services, and procedures

During the First Week
Set up meetings with different teams and departments to introduce the 
new employee to key personnel
Discuss the new employee's goals and expectations for their role and 
provide feedback on their performance
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Review company culture and values and explain how the employee can 
contribute to them
Check in with the new employee regularly and provide feedback and 
support as they learn their role
Schedule follow-up meetings with the new employee to check on their 
progress and provide additional training as needed

After the First Month
Review the new employee's progress and provide feedback on their 
performance
Address any concerns or issues the employee may have and provide 
support as needed
Provide ongoing training and development opportunities for the employ-
ee to continue to grow in their role
Celebrate milestones and achievements with the employee to show 
your appreciation and build morale
Review the onboarding process and make any necessary adjustments 
to improve the experience for future hires

Additional tasks to consider
Communication  Effective communication is essential for a successful onboarding 
process. Employers should provide new employees with all the necessary information and 
ensure that they are comfortable asking questions and seeking clarification when needed.

Flexibility  Every employee is different, and the onboarding process should be tailored to 
their individual needs. Employers should be flexible and adapt the process to suit each new 
employee's unique circumstances.

Feedback  Regular feedback is critical to ensure that the new employee is progressing 
and that any issues are addressed promptly. Employers should establish a regular feedback 
schedule to provide ongoing support and guidance.

Culture  A company's culture is a critical component of its success, and new employees must 
understand and embrace it. Employers should take the time to explain their company culture 
and values and encourage new employees to participate fully.

Socialization  New employees should feel welcomed and valued by their colleagues. 
Employers should encourage socialization and provide opportunities for new employees to 
interact with their colleagues outside of work-related activities.

Continued Learning  Onboarding is just the beginning of an employee's journey with 
a company. Employers should provide ongoing learning and development opportunities to 
support employees' growth and ensure that they stay engaged and motivated.
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