
New Hire Onboarding Checklist
A printable checklist for preboarding, day-one readiness, and first-week alignment across HR, hiring managers,
and IT.

How to use

Use this checklist to confirm that operational setup, manager communication, and early employee support are
completed in sequence.

Employee details

Employee name: ____________________ Role: ____________________ Start date: ____________________
Manager: ____________________

Phase Task Owner Due date Status

Preboarding Send welcome email and confirm start details HR

Preboarding Prepare contract, policy pack, and payroll setup HR

Preboarding Provision laptop, email, and system access IT

Day one Introduce manager, team, and communication norms Manager

Day one Review role goals, first-week schedule, and success
measures

Manager

First week Complete compliance and policy walkthrough HR

First week Confirm training plan and initial check-in cadence Manager


