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30-DAY EMPLOYEE

Onboarding Checklist

Would you allow the customer service team to ignore a new customer, potentially jeopardizing
money and time spent on customer acquisition? Of course not. So, why would you make that
mistake when onboarding a new employee?

According to a recent study, 62 percent of companies that have a robust onboarding program
experience faster time-to-productivity with 54 percent claiming to have better employee
engagement.

When it comes to employee retention and engagement, the first 30 days are crucial.
Catapulting your new hires to the point where they can contribute and make a difference
quickly is increasingly becoming a competitive advantage.

Effective onboarding isn't just about technical training; it's about building a team and
supporting your employees' professional network development. Helping a new hire develop a
professional network is one of the most valuable tools you can give them.

Use this employee onboarding checklist to ensure your employees hit the ground running
during the critical first 30 days on the job.
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1-2 Weeks Pre-Start

Use automated HR system to send out all employment related agreements for 
review and execution prior to start date. Some examples:

Confidentiality Agreement Alternative

Dispute Resolution Agreement

Invention and Assignments Agreement

Employee Handbook and Acknowledgement Page, etc.

Send your benefits information and election forms.

Update your HR system with new employee information.

Populate your new employee information to organizational charts/lists, etc.

Communicate with IT and Facilities to get your employee’s laptop, cellphone, 
workstation ready.

Task your hiring manager to identify a different teammate to assist the new hire 
each week in the first four weeks
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First Day

Have hiring manager greet new employee at first day and escort them to first day 
of orientation after a coffee or tea.

HR greets and reviews compliance paperwork to ensure agreements are executed 
and I9 compliance.

Give an overview of your company’s mission, vision, and values from a senior 
leader. This can be done online or in-person, but the new employee should start 
with a view of what the company is all about. This is even more powerful if you 
integrate your company values and ethics to promote critical thinking and good 
decision-making.

Give an overview presentation of your company’s business and value proposition 
to the markets it serves.

Depending on size of your organization, send out internal emails welcoming new 
employees to the organization and encouraging people to extend a welcome.

Show new employee around your workplace and the new employee’s particular 
workspace.

Have the hiring manager identify all processes and systems that your new 
employee will be using regularly in his/her role.

Hiring manager to discuss any work arrangements necessary; early or late hours, 
flex-time, work from home options.

Conduct a welcome lunch with your hiring manager, co-workers from the team, 
members of HR and leadership if possible.
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First Week

Hiring manager provides your new hire with a clear verbal explanation of the first 
work assignments and summarizes/confirms understanding with an email or 
electronic message.

Ideally the manager and new employee agree on a 30-60-90 day plan of key 
deliverables and measurements of these deliverables.

Hiring manager assigns a teammate to be the point person for the first week to 
provide assistance and answer all questions that week. Informal learning is critical 
up front. Building new networks of people and “how stuff really gets done here” is 
essential so it’s critical that this is an important focus.

Teammate creates FAQ/knowledge base (if one doesn’t already exist) for 
procedures and/or how to navigate one of the technical systems/processes 
needed for the role (e.g., CRM, HRIS, Time Keeping, Project Management, etc.).

Teammate to provide training on that system or process.

Teammate to accompany new employee to lunch 1-2x in first week and help find 
others for the new employee to meet and have lunch with.

Teammate to introduce new employee to 1-2 members of another team or 
department.

HR launches required HR, compliance, code of conduct and/or other workplace 
courses, with a stated deadline by end of fourth week.

New employee shows the hiring manager knowledge/understanding of one of 
the technical systems used in daily work hiring manager and HR check-in daily to 
resolve any questions, concerns, comments or observations to ensure everything 
is tracking well and new hire set up for success.

“Catapulting your new hires to the point where they can contribute 

and make a difference quickly is increasingly becoming a competitive 

advantage”

Steve Cadigan
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Second Week

Hiring manager provides performance plan with clearly defined expectations and 
goals for that quarter or remainder thereof.

Hiring manager assigns a second teammate from the team to be the point person 
for the second week and assist and answer all questions that week.

Teammate to create FAQ (if one doesn’t already exist) for procedures and/or how 
to navigate a second technical system used daily/weekly within the role.

Teammate to provide training on that system.

Teammate to accompany new employee to lunch 1-2x in second week.

Teammate to introduce new employee to 1-2 members of another team or 
department.

New employee to show hiring manager knowledge/understanding of the second 
technical system.

Hiring manager to schedule a “practice” in week three for new employee to 
demonstrate skill at performing one of the essential job duties.

By end of second week, new employee to provide feedback and make adjustments 
as necessary to the goals and objectives (and incentives, if appropriate) for that 
quarter; both hiring manager and new employee should sign off on agreed upon 
quarterly goals and objectives.
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Third Week

Hiring manager to assign a third teammate from the team to be the point person 
for the third week to provide assistance and answer all questions that week.

Teammate to create FAQ/knowledge base (if one doesn’t already exist) for 
procedures and/or how to navigate a third technical system regularly used within 
the role.

Teammate to provide training on that system.

Teammate to accompany new employee to lunch 1-2x in third week.

Teammate to introduce new employee to 1-2 members of another team or 
department.

New employee to show hiring manager knowledge/understanding of the third 
technical system.

New employee to demonstrate his/her ability to perform an essential job duty to 
hiring manager and other team members if appropriate.

Hiring manager to schedule a second “practice” in week 4 for the new employee to 
again demonstrate essential job skills.
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Fourth Week

Hiring manager to assign a fourth teammate from the team to be the point person 
for the fourth week to provide assistance and answer all questions that week.

Teammate to create FAQ/knowledge base (if one doesn’t already exist) for 
procedures and/or how to navigate a fourth technical system used daily/weekly 
within the role.

Teammate to provide training on that system.

If there are no other systems/processes to learn, review what new employee 
learned on other systems/processes.

Teammate to accompany new employee to lunch 1-2x in fourth week.

Teammate to introduce new employee to 1-2 members of another team or 
department.

New employee to show hiring manager knowledge/understanding of the technical 
system(s) used in the role.

New employee to demonstrate his/her ability to perform an essential job duty to 
hiring manager and other team members if appropriate.

Executive or senior leader to loop back with new employee in a casual session so 
new employee can ask questions and senior leader can foster a connection and 
build rapport with new employee.

Executive or senior leader should meet with hiring manager and new employee to 
get updated on new employee’s progress in getting up to speed and their agreed 
upon plan to further ramp new employee.

Executive or senior leader to map out to new employee how his/her work relates 
to overarching corporate goals and how the person’s work advances those goals.
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Conclusion

Companies that execute this type of employee onboarding with their new members can have
a critical edge in today’s marketplace. Don’t miss out on your opportunity to ensure your new
employees have the support and training they need to be successful at your company from
day one.
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