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Pre-boarding tasks

Email the new employee

Collect personal details and legal information
Share company policies and documents
Order work equipment

Create logins and passwords

Set up the employee’s email inbox

Assign a buddy

Plan the employee’s first week
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First day tasks

Do a company walkthrough

Introduce the employee to their buddy

Host a welcome meeting

Notify the business of the new starter

Give the employee a copy of the onboarding checklist
Share the company handbook

Provide a ‘welcome hamper’

Notes

High
Speed
Training” Page 3




First week tasks

Talk about the job role and expectations
Set first-month goals

Share important company policies
Schedule training sessions

Plan an end-of-week activity

Check in at the end of the week
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First month tasks

Keep in touch

Set up client meet and greets

Schedule a performance review meeting
Set new goals

Ask for feedback on the onboarding process

Notes

High
Speed
Training”

Page 5



	Name:: 
	Job role:: 
	Department:: 
	Line manager:: 
	Mentor/buddy:: 
	Start date:: 
	Notes 1: 
	Notes 2: 
	Notes 3: 
	Notes 4: 
	Notes 5: 
	Pre-boarding task 1: Email the new employee
	Pre-boarding task 4: Order work equipment
	Pre-boarding task 7: Assign a buddy
	Pre-boarding task 2: Collect personal details and legal information
	Pre-boarding task 5: Create logins and passwords
	Pre-boarding task 8: Plan the employee’s first week
	Pre-boarding task 10: 
	Pre-boarding task 3: Share company policies and documents
	Pre-boarding task 6: Set up the employee’s email inbox
	Pre-boarding task 9: 
	Pre-boarding task 11: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	First day tasks 1: Do a company walkthrough
	First day tasks 2: Introduce the employee to their buddy
	First day tasks 3: Host a welcome meeting
	First day tasks 4: Notify the business of the new starter
	First day tasks 5: Give the employee a copy of the onboarding checklist
	First day tasks 6: Share the company handbook
	First day tasks 7: Provide a ‘welcome hamper’
	First day tasks 8: 
	First day tasks 9: 
	First day tasks 10: 
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	First week tasks 1: Talk about the job role and expectations
	First week tasks 2: Set first-month goals
	First week tasks 3: Share important company policies
	First week tasks 4: Schedule training sessions
	First week tasks 5: Plan an end-of-week activity
	First week tasks 6: Check in at the end of the week
	First week tasks 7: 
	First week tasks 8: 
	First week tasks 9: 
	Check Box 22: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	Check Box28: Off
	Check Box29: Off
	First month tasks 1: Keep in touch
	First month tasks 2: Set up client meet and greets
	First month tasks 3: Schedule a performance review meeting
	First month tasks 4: Set new goals
	First month tasks 5: Ask for feedback on the onboarding process
	First month tasks 6: 
	First month tasks 7: 
	First month tasks 8: 
	Check Box 30: Off
	Check Box30: Off
	Check Box31: Off
	Check Box32: Off
	Check Box33: Off
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off


