
Onboarding Guide Day 0 to 30 - Checklist 
 
Before Start Date: 
 

❏ Process new hire paperwork 
❏ Call employee to confirm start date, discuss tech needs, give buddy contact info, 

remind of any pre-start tasks 
❏ Send housewarming email to stakeholders 
❏ Set up critical meetings and add them to employee’s calendar 
❏ Schedule lunch on first day 
❏ Select and prepare the welcome buddy 
❏ Put together vital company info packet for employee 
❏ Order office keys, computer, parking pass, etc. 
❏ Contact IT to have technology ready 
❏ Arrange necessary trainings or orientations 

 
First Day: 
 

❏ Greet the new hire and introduce them to their buddy and other co-workers 
❏ Buddy takes employee on facility tour and introduces them to project and 

department leads 
❏ Review the first week’s schedule 
❏ Brief the new hire on their role within the team and their the team’s role within the 

company  
❏ Review work hours and HR policies on sick leave, vacation, and flex time 
❏ Take your new hire out to lunch 
❏ Review checklist and distribute items including keys, employee ID, passcards and 

parking permits 
 
First Week: 
 

❏ Direct new hire in the completion of a small starting assignment  
❏ Debrief the new hire after meetings, trainings, and assignments 
❏ Touch base once each day 
❏ Continue to elucidate the organization’s goals and processes 
❏ Explain performance review process 
❏ Explain probationary review process 
❏ Double-check that the employee has all necessary tech and resources 
❏ Briefly review company goals and how the employee’s team or department will 

contribute to them 
 
Week 2: 
 

❏ Provide constructive feedback on tasks and projects 
❏ Solicit feedback from employee on 



❏ Discuss organizational and personal goals 
❏ Help employee engage in self-review and goal-setting 

 
Week 3: 
 

❏ Weekly check-in 
 
Week 4: 
 

❏ Meet with employee and their buddy at the end of the month to answer any 
outstanding questions 

 


