
Complete
Onboarding
Checklist

Make the most of a new hire's first year with
these helpful tips and milestones.
 
 
Onboarding is smooth sailing with everyone
working together.
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Engage new hires
to maximize
success

04

As you d ive  in to  th is  check l i s t ,  l e t ' s  make sure  we ' re
c lear  f rom the  s tar t .  
 
Onboard ing doesn ' t  res t  so le ly  on  the  shou lders  o f  HR .  
 Fo r  rea l  success ,  we have to  make sure  many
depar tments  and ro les  are  invo lved in  the  process .  
 A f te r  a l l ,  i t  takes  a  c rew to  sa i l  a  sh ip!  
 
To  rea l l y  engage new h i res  and max imize  the i r
commitment  and engagement ,  we ' l l  want  to  cu l t i vate
the  new re la t ionsh ips  they ' l l  need to  be success fu l .   
 
We 've  broken out  the  check l i s t  and gu ide on a  t ime l ine ,
but  noth ing i s  se t  in  s tone ,  fee l  f ree  to  move i t  a round
as best  su i ts  your  o rgan i zat ion .  
 
There  are  a lso  two leve ls  to  he lp  you set  in i t ia l
p r io r i t ies .   I f  you  are  jus t  get t ing  s tar ted w i th  s t ructured
onboard ing ,  i t  can seem l i ke  a  lo t ,  so  s tar t  where  you
are  and add to  i t  over  t ime!
 
At  the  core  o f  th is  s t ra tegy  i s  c reat ing mean ingfu l
feedback  loops  and engagement  f rom your  new h i res .  
 
Le t ' s  se t  sa i l  fo r  bet te r  onboard ing now!
 



Roadmap
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Key time periods:

06

Star t :   
Eva luate  your  ex i s t ing  onboard ing process .  I t  might  be
he lp fu l  to  compare  what  you do now w i th  the  check l i s t
and ident i fy  where  you can have the  most  impact .  
 
Before  the f i rs t  day:   
Preboard ing .  Keep your  new h i res  engaged and exc i ted .
Lay  the  groundwork  to  make the i r  f i r s t  day  amaz ing .
 
Day 1 :  
Peop le ,  not  paper .  Reaf f i rm why they  jo ined your  c rew.
 
Week 1 :
He lp  them in tegrate  even more  in to  your  c rew.  P rov ide
in formal  get- to-know-you t ime .  
 
 
Month 1 :
The f i r s t  month  shou ld  be a l l  about  learn ing the  t ips ,
t r icks  and sk i l l s  they  w i l l  need fo r  long te rm success .
 
Month 3 :
Make sure  the  b igger  learn ing goa ls  are  be ing covered .   
 
Month 6 :  
Gather  the  perspect ive  and ins ights  f rom your  new
employee .
 
 
 
 
 



Before the
first day
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Before 
the first day:
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Your  oppor tun i ty  s tar ts  here!
Pre-board ing?  No ,  PRO-Board ing .
 
The  goa l?   Ca lm the  anx ie ty  and keep them
engaged and exc i ted!  A lso  make sure  to
manage expectat ions ,  so  they  don ' t  get
sh ipwrecked on the i r  f i r s t  day .  
 
What ' s  bet te r  than get t ing  answers  and
reassurances  w i thout  ever  hav ing to  ask?  
 Not  much .  
 
 

Onboarding vs  Or ientat ion
 
Let ' s  c lear  the  a i r  rea l  qu ick ,  they ' re  not  the  same th ing ,  Cap!
Or ientat ion  i s  a l l  about  the  n i t ty-gr i t ty ,  f i l l ing  out  paperwork ,  tak ing a
tour  o f  the  o f f ice ,  s i t t ing  through endless  powerpo int  presentat ions .
 
Onboard ing is  a  length ier ,  more  ho l i s t ic  process  that  he lps  new h i res
unders tand the i r  ro le  and cont r ibut ion  to  the  organ izat ion ,  set  goa ls ,
and ensures  a  hea l thy  in tegrat ion  w i th  the  organ izat ion  i tse l f .  

Captain's Tip



Before the first day:
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Schedu le  fo r  the  f i r s t  day
D i rect ions  to  the  o f f ice  and park ing
ar rangements
Send cont racts  and paperwork
Payro l l  p rocess  and documentat ion
exp la ined .  
Non-d isc losure ,  V isas ,  e l ig ib i l i t y  to  work
conf i rmed and s igned .  
Company Dress  code exp la ined
Employee handbook  sent .
Emai l  and I T  access  requested and ready
Credent ia l  P rov is ion ing
Desk  Setup

Checklist

Paddleboat level

 
Have the  team send a  'we lcome '  message to
the  new h i re
Share  the  h is to ry  o f  the  company ,  how i t  was
founded- what  the  fu tu re  goa ls  are
Share  the  miss ion  v is ion  va lues
In t roduce the  new h i re  to  the  mentor
Schedu le  a  casua l  lunch w i th  the  new h i re ' s
team
Schedu le  and share  meet ings  w i th  key
s takeho lders  -  managers ,  superv isors  e tc  
Share  some ins ider  t ips  fo r  nav igat ing the
of f ice  on  the  f i r s t  day .  

Yacht Level



Day 1
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Day 1 

1 1

Reaf f i rm why they  jo ined the  crew.  
 
He lp  them fee l  they  made the  r ight  dec is ion
stepp ing aboard ,  and we lcome them in to  the
crew -  set  the  tone that  le ts  them know they
made the  r ight  dec is ion .
 
The  f i r s t  day  shou ld  be a l l  about  meet ing the
r ight  peop le  and he lp ing them get  set t led  in .  
 
I t ' s  impor tant  to  have a  few casua l  moments
as  we l l ,  and not  jus t  inundate  your  new h i re
w i th  in fo rmat ion .   I t ' s  an  overwhe lming day ,  so
focus  on mak ing them fee l  comfor tab le .  

You ' l l  want  to  make sure  you are  provid ing the answers  to  these key
quest ions -  From Al ida Miranda Wol f

What  am I  here  to  do? 
What  do I  have at  my d isposal  to  do i t?  
What  do I  need to  know to  succeed? 
Who are  my key s takeholders?
How am I  be ing measured?
What  behaviours  are  rewarded in  th is  cu l ture? 
What  behaviours  are  looked down upon in  th is  cu l ture? 

1 .
2 .
3 .
4 .
5 .
6 .
7 .

Captain's Tip



Day 1:
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Make sure  the  who le  depar tment/ team or
company (as  appropr ia te)  know a new
employee i s  coming in  today!
Have an ass igned buddy ready fo r  the  day to
show your  new h i re  around and he lp  them
fee l  comfor tab le .  
P rov ide  a l l  the  c redent ia l  in fo rmat ion  you
co l lected and prepared in  the  "Be fore  Day
one Sect ion "
Have a  we lcome note  or  s ign  and a  coup le  o f
spec ia l  i tems ava i lab le  at  the i r  desk  when
they  ar r i ve .  
Conf i rm that  the  pre-booked meet ings  are
a l l  ready to  go .  
P rov ide  a  company d i rectory  and map or
sor ts  to  he lp  them nav igate  and f ind  whoever
they  need

Checklist
Paddleboat level

 
T ry  to  avo id  paperwork  today .  I f  you rea l l y
na i led  i t ,  th i s  was a l l  complete  in  the  pro-
board ing s tage .   Th is  day  i s  overwhe lming
enough!  
Have a  spec ia l  we lcome g i f t  fo r  the  new h i re .
Show the  new h i re  what  the i r  f i r s t  p ro ject  w i l l
be  and make sure  the  or ientat ion  act iv i t ies
are  a l igned w i th  he lp ing them complete  the
pro ject

Yacht Level



Week 1
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Week 1 

The in format ion  over load shou ld  be taper ing
of f  a  l i t t le  by  now and they  shou ld  be get t ing
the i r  sea- legs  ready .
 
The  end of  the  f i r s t  week  i s  the  per fect  t ime to
he lp  them in tegrate  even more  in to  your  c rew.
 
Make an e f fo r t  to  prov ide  in fo rmal  get- to-
know-you t ime .  
 
There  may be oppor tun i t ies  as  we l l  in  the  f i r s t
coup le  o f  weeks  to  th ink  outs ide  the
depar tmenta l  box  and prov ide  the  new h i re
w i th  some shadowing oppor tun i t ies .  

14

Schedul ing some t ime in  the f i rs t  week to  help  the new employee d ig
into  the st rategy of  the organizat ion ,  and educat ing them on the
business  i tse l f  -  he lps  them understand how thei r  ro le  contr ibutes  to
the b igger  p icture .  

Captain's Tip



Week 1:
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Now is  the  t ime to  be cer ta in  that  a l l
equ ipment  has  been prov ided and paperwork
is  completed .  Make sure  any  quest ions  have
been answered re la ted to  the  fo rms they
f i l l ed  out  and s igned .  
Have the  manager  check- in  w i th  the  new h i re
and be cer ta in  they  have every th ing they
need .  
Don ' t  fo rget  to  ask  how they  fe l t  about  the
f i r s t  week!
have a  conversat ion  w i th  the  new h i re  to  set
the i r  ob ject ives  and goa ls  fo r  the  nex t
month .  Bonus  po in ts  fo r  mak ing i t  a
co l laborat ive ,  two way conversat ion!

 

Checklist
Paddleboat level

 
Up your  employer  brand and le t  the  new h i re
cont r ibute  to  soc ia l  media  campaigns ,
shar ing pos i t i ve  f i r s t  week  exper iences .  
Ensure  the  new-h i re ' s  buddy and mentor  are
set t ing  as ide  some check- in  t ime together
P rov ide  some shadow t ime to  the  new h i re  so
they  can see how other  ro les  in  the
organ i zat ion  are  cont r ibut ing .  

Yacht Level



Month 1
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Month 1

Peek  ins ide  the  eng ine  room.  
 
Your  new h i re  i s  s tar t ing  to  set t le  in  and i s
fee ing a  l i t t le  more  comfor tab le .  the  new h i re
shou ld  have some f i r s t  p ro ject  on  the  go ,  and
know what  the i r  ob ject ives  are  fo r  th is  month
a l ready .  Make sure  they  unders tand what  the
bus iness  ob ject ives  are  and how they  can
cont r ibute .  
 
The  f i r s t  month  shou ld  be a l l  about  learn ing
the t ips ,  t r icks ,  and sk i l l s  they  w i l l  need fo r
long-term success .  
 
Throughout  the  f i r s t  month  i t  i s  a lso  he lp fu l  to
make sure  that  more  seasoned employees  are
set t ing  as ide  t ime to  spend w i th  new employee
to  he lp  show them the  ropes  and bu i ld  bet te r
connect ions .  

17

Where poss ib le ,  making some t ime for  job shadowing outs ide of  the
new hi res  department  or  ro le  can real ly  help  provide ins ight  into
how th ings work  in  the organizat ion .  Of ten t imes ,  i t  he lps  the new
hire  better  understand how they can best  contr ibute  to  the whole
organizat ion .  

Captain's Tip



Month 1:
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Have an in fo rmal  rev iew of  per fo rmance and
expectat ions  w i th  the  new employee .  Take
the oppor tun i ty  to  re-a l ign  expectat ions  and
make sure  every th ing i s  on  t rack .  
Make sure  they  rece ive  the i r  f i r s t  pay  cheque
on t ime!  
Have the  employee share  the i r  rev iew or
unders tand ing o f  the  company and crew.  I t ' s
a  great  way to  ensure  that  your  goa ls  and
unders tand ing are  on  t rack .  
Touch base on any  requ i red t ra in ing needs
or  any  add i t iona l  t ra in ing they  may need .  

Checklist
Paddleboat level

 
Se t  as ide  t ime to  ce lebrate  and recogn i ze
any ach ievements  or  mi les tones  the
employee h i ts .  Recogn i t ion  fo r  the i r  good
work  w i l l  he lp  reassure  them they  are  on  the
r ight  t rack .  
P rov ide  regu lar  oppor tun i t ies  fo r  the
employee to  share  feedback .  L i t t le  pu lse
checks  at  regu lar  in te rva ls  w i l l  he lp  you s tay
on top o f  any  h iccups that  may ar i se .  
Encourage peop le  to  ta l k  w i th  new the  new
employee .   Bu i ld ing connect ions  i s  c r i t ica l  in
the  f i r s t  month  and i t ' s  a lways  bet te r  when
estab l i shed employees  reach out  to  newer
peop le .  

Yacht Level



Month 3

07



Month 3
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Bu i ld ing and do ing .  
 
Your  new employee shou ld  be set t led  in to  the i r
new team and ro le ,  w i th  the  key  fas t- learn ing
phase complete .  There  i s  s t i l l  lo ts  o f  onboard ing
oppor tun i ty  though .  
 
Now is  the  t ime to  make sure  the  b igger  learn ing
goa ls  are  be ing covered .  Ins t i l l  even more
conf idence in  the i r  p rogress ion  w i th  your
organ i zat ion .  
 
Where  in  the  f i r s t  coup le  o f  months  i t  might  have
been best  to  keep check- ins  fee l ing  in fo rmal  and
he lpfu l ,  now is  the  t ime to  make cer ta in  that  you
are  set t ing  as ide  more  in-depth  t ime .  Rea l l y  d ig
in  to  goa l  se t t ing  and mean ingfu l  feedback  ( for
both  par t ies!)
 
Whenever  poss ib le ,  t ry  to  co l lect  feedback  f rom
as many sources  as  poss ib le  about  the  new h i re .
Cover ing d i f fe rent  perspect ives  and scenar ios  i s
the  the  best  way to  ensure  that  you are  ab le  to
make a  rea l  impact  fo r  the  employee .  
 
 

Remember  the impact  o f  keeping up the ef for ts  over  the next  few
months:

Employees who rated thei r  onboarding exper ience as  'h ighly
ef fect ive '  were  18  t imes more l ike ly  to  fee l  h ighly  committed to
thei r  organizat ion
91  percent  o f  employees who went  through ef fect ive  onboarding
fe l t  s t rong connectedness at  work  
89 percent  o f  employees who went  through ef fect ive  onboarding
fe l t  s t rongly  integrated into  thei r  company cul ture .  

Captain's Tip



Month 3:
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An in-depth  rev iew of  the  f i r s t  mi les tones ,
improvements  and ach ievements .  Take  some
t ime in  the  f i r s t  th ree  months  to  make sure
everyone i s  on  the  same page ,  p rov ide  the
oppor tun i ty  to  ce lebrate  ach ievements  and
coach weakness .

Ident i fy  a t  least  th ree  accompl i shments  fo r
pra ise .  

Employee and manager  goa l  se t t ing  -  set
some 1 : 1  t ime to  look  at  pro ject  ownersh ip
and deve lopment  ob ject ives .

Checklist
Paddleboat level

 
Grab some feedback  f rom a l l  s takeho lders
and rev iew overa l l  p rogress .   I t ' s  a  great  t ime
to  eva luate  how the  onboard ing process  i s
per fo rming fo r  your  team as  we l l .  
Be  proact ive  -  make sure  the  new employee
is  be ing prov ided inv i ta t ions  to  ex t ra-
cur r icu lar  act iv i t ies  l i ke  vo lunteer  in i t ia t i ve ,
commit tees ,  o r  casua l  lunches .  

Yacht Level
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Month 6
Compass a l ignment .
 
Your  not-so-new employee might  even be
mentor ing new h i res  by  now.  They  shou ld  be
we l l  se t t led  in  and have a  c lear  idea of  where
they  are  headed and how they  are
cont r ibut ing .  Wi th  the i r  f resh  perspect ive ,  they
may have some rea l l y  va luab le  ins ight  and
perspect ive  on  the  cu l tu re  and processes ,  so
don ' t  fo rget  to  capture  that .  
 
I f  you  aren ' t  regu lar ly  seek ing to  capture  the
new h i re ' s  feedback  in  the  f i r s t  s i x  months ,  you
are  miss ing our  on  some s ign i f icant
oppor tun i t ies  fo r  your  o rgan i zat ion  to  improve .  
 
I t ' s  not  a l l  about  eva luat ing the  employee 's
per fo rmance ,  but  tak ing the  t ime to  look  fo r
areas  o f  improvement  in  the  organ i zat ion .
 
 

23

I f  employees are  learning and growing in  your  organizat ion ,  you ' l l  be
less  l ike ly  to  lose upwards of  60% of  your  ent i re  workforce wi th in  the
f i rs t  4  years .  Make sure  the learning and development  p lan is  s t i l l  on
track and moving forward .  

Captain's Tip



Month 6:
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T ime for  another  rev iew of  mi les tones  and
ob ject ives .   Take  t ime to  ident i fy
opt imizat ions  and improvements  that  w i l l
fu r ther  se t  them up fo r  success .  
By  now ,  i t ' s  impor tant  that  they 've  had some
interact ion  or  in t roduct ion  to  sen io r
management ,  no  mat ter  the i r  pos i t ion .
Humanize  the  team and put  a  face to  the
act ions .
Even a  smal l  ce lebrat ion  o f  h i t t ing  the  s i x
month  mark  i s  a  wor thwh i le  endeavour .   A
congratu la tory  note  w i l l  he lp  you s tand out .

Checklist
Paddleboat level

 
Complete  a  scorecard i f  you don ' t  have one
a l ready and complete  an assessment  o f
per fo rmance over  the  las t  6  months .   Have
the employee complete  a  se l f  assessment .
Th is  i s  where  you ' l l  get  the  in fo rmat ion
needed to  reca l ib rate  your  mi les tones  and
processes  go ing fo rward to  get  the  most
f rom your  e f fo r ts .  
Have the  employee share  the i r  one-year
goa ls  and work  together  on  a  p lan  to
ach ieve  them.  
I f  they  are  do ing amaz ing work ,  and your
company i s  g rowing ,  you might  want  to
d iscuss  poss ib le  promot ions .  L ink  the i r  goa ls
and poss ib le  promot ions  together  so  i t  keeps
them mot ivated and on t rack .  

Yacht Level
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Summary
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As you can see ,  there  are  lo ts  o f  oppor tun i t ies
to  have a  rea l  impact  w i th  your  onboard ing
ef fo r ts ,  and the  seas  are  smoother  w i th  the
who le  team aboard .  
 
Wh i le  i t  might  seem an overwhe lming l i s t  o f
tasks  at  f i r s t ,  there  i s  a  lo t  that  can eas i l y  be
automated .   lean ing on techno logy  can eas i l y
l i f t  the  burden fo r  you .  In  fact ,  w i th  too ls  l i ke
A l lOnboard o f fe rs ,  you can set  i t  up  once ,  and
rest  assured that  everyone w i l l  be  reminded
and prompted to  make those onboard ing l i f t s
you need .  

Final Captain's Tip

Have you heard o f  the  70 :20 : 10  leadersh ip
deve lopment  mode l?  
 
I t  suggest  learn ing comes f rom 70%
cha l leng ing pro jects ,  20% coach ing and
mentorsh ip ,  and 10% s t ructured learn ing .  
 
Be fore  the  new employee beg ins ,  why  not  take
a peek  th rough your  resources  and see how
you can complement  deve lop ing your  ta lent .  


