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New Employee Onboarding Checklist

Name:

Position:

Prior To Their First Day

O Send Employment Contract & Position Description Send a copy of the Fair Work Statement

Q Send the Employee Personal Details Form, Superannuation Form and Tax File Number
Declaration Form Set up the relevant IT access

Q Order business cards
Q Make sure their workstation is set up (computer, stationary etc)
Q Confirm with new employee - start and finish times, parking, who to ask for on their first day

Q Complete any required professional accreditation checks (e.g. Blue Card, Police Check)

First Day

Introduce the new employee to the team

Give the employee the royal tour (overview of where teams sit in the office, where to locate
the bathrooms, printers)

Send out a Head Office email introducing the new employee
Ensure all paperwork has bee completed, sighed and returned

Sit with the employee to make sure their computer access works and they can access shared

drives or platforms relevant to their role
Have the employee complete any mandatory training (i.e. compliances, policies)

Complete a Health and Safety Induction > First Aid, Fire & Emergency Procedures, Evacuation

Point
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O Introduce the employee to any key stakeholders specific to their role
O Have a team lunch to welcome the new employee
O Confirm break times, hours of work, timesheets etc

O Before they leave check in with them. How was their first day? Anything they couldn’t find.
What time should they arrive on Day 2. What Day 2 might hold for them

First Few Weeks

Q Regularly check in with your new employee. Make sure they understand their role, the
expectations, targets and encourage their questions

Make sure all mandatory training has been completed

Provide ongoing coaching and on the job training

Set a date for the Probationary Period Review
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Provide the employee with a strategic overview of the business. What are the long terms

goals and how will their role contribute to achieving these



