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Employee Onboarding Checklist

Use this checklist to streamline your onboarding process and create a consistent, positive experience
for every new hire.

1. Pre-onboarding preparation

Prepare for your new hire before their first day to ensure a smooth transition:

Send a welcome email with logistical details (e.g. office hours, dress code).

Share key resources like the employee handbook and training documents.

Transfer new hire paperwork (such as employment contract, benefits documents, employee
handbook, [-9s, W-9s, and relevant tax forms).

Name a mentor to work with the new employee while they navigate the onboarding process.

Set up their workspace with the necessary tools and accounts.
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Inform your existing team about the new hire’s first day via a company-wide announcement.

2. Day one essentials

Welcome your new hire and provide the support they need on their first day:

Conduct an office tour and introduce them to team members.

Provide an onboarding schedule outlining key steps and timelines.

Welcome your new hire with a meeting to review goals and company culture.
Go through in-office training modules and materials.

Link your new worker to their job mentor and encourage questions.
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Schedule a lunch to welcome your new worker and kick off team bonding.
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https://wizehire.com/blog/welcome-email-to-new-employees-templates
https://wizehire.com/blog/what-is-business-casual-attire
https://wizehire.com/blog/employee-handbook-template

3. Week one priorities

Help your new hire settle in and start building momentum during their first week:

(O Schedule check-ins to address questions and ensure smooth progress.
(O Assign ongoing training modules to build skills.
(O Gather feedback on their onboarding experience for future improvement.

(O Ask the employee’s mentor how well the new hire is acclimating to their role.

4. First-month priorities
Ensure your new hire is meeting goals and feeling confident by the end of their first month:
(O Discuss performance goals and identify areas for additional training.
O Introduce new job duties and relevant training processes.
(O Tap into their mentor’s insights to see how well your new hire is advancing.
O Give detailed feedback on any areas of improvement.

(O Hold weekly check-ins to track progress and set expectations for the next 60-90 days.

5. Ongoing support
Continue to invest in your new hire’s growth and integration with the team:
(O Schedule regular performance reviews and offer constructive feedback.
O If performance reviews are positive, consider adding new responsibilities to job roles.
(O Provide skill development opportunities and career growth discussions.
(O Ensure continuous engagement through team-building activities.

(O Discuss the worker’s long-term goals and possible opportunities within the company.

. This checklist can be customized to fit the unique needs of your
Wize Words o i and imorou
organization and each role. Regularly reviewing and improving

your onboarding process ensures your new hires feel valued and
supported, boosting retention and productivity.
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FIND YOUR PEOPLE

Build your dream team with

our people-first approach.

Trusted by 18,000+ businesses and counting.
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Personalization

We help you personalize and
perfect your team-building process
every step of the way.

Our growing impact

@ 5.3m+ applicants
@ 330k+ interviews scheduled

@ 350+ job templates

Identify, engage,
and empower
top talent
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Customization
We created a customizable
recruitment and hiring platform, so
you don’t have to.

The Wizehire difference
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Transformation
A single Wizehire will transform a
business. We help you change the
way you grow for good.

“If your organization aims to accelerate growth, increase
profitability, and reduce the stress of hiring the wrong fit,

Wizehire is a clear choice."

Tim & Angie Davis

Movement Mortgage

Hiring platform
Our award-winning applicant tracking

system filters and organizes applicants.

Evaluation tools

Pre-screening questions, DISC+, and
custom interview guides will help
narrow your search.

Onboarding
Legally-vetted offer letters, tax credit
applications, and payroll integration.

Wizehire Coaches

Expert advice at every stage of your
hiring process via chat, video, phone,
or email.

See How It Works >



https://wizehire.com/pricing
https://wizehire.com/how-it-works

