
Employee 
Onboarding 
Checklist
Everything you need to deliver a 
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Table of 
Contents

The 6 Cs of effective onboarding

Key roles in delivering a great employee 
onboarding experience

Checklists for three phases of employee onboarding

Preboarding checklist

Onboarding checklist:  Day 1

Onboarding checklist:  Week 1

Onboarding checklist:  First month

Onboarding checklist:  First 60-90 days

Automating employee onboarding for enterprises

Things to keep in mind after you hit the 90-day mark

Contact Us

3

7

8

22

25

28

9

12

15

17

20



Put your new hire 
at the center of 
your onboarding 

experience
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It is never easy being the new hire.

No matter the years of experience you have or the role for which you are 
joining, being the new one among people who already know each other, who 
are well acclimated to the organization and who know their responsibilities a lot 
better than you do is pretty discomforting.

Ambiguity and uncertainty around how well you’ll fit into an organization is 
something that every single new hire feels in the days preceding their joining 
and for days after.

During this phase, if organizations fail to help the new employee discover a 
sense of belonging and comfort, the likelihood of losing the person to attrition is 
very, very high; as high as this - an average of 28% of new hires leave within 
the first six months of joining.

On the flip side though, if you manage to deliver a great onboarding experience, 
the chances of new hire retention improve by almost 82%. 

Plus, we’re living in the new era of consumer-grade employee experience.

And here, employee onboarding isn’t just about paperwork and processes 
anymore.

It is about delivering what your employees want.

It is really about putting your new hire's needs at the center of your employee 
onboarding strategy.

This could mean two things for you - either it’s time to evaluate your existing 
employee onboarding strategy to put new hires at the center of your planning 
process, or it is time to create a brand new one.

One way or the other, this employee onboarding checklist will ensure you don’t 
miss a thing while crafting your onboarding experience strategy.
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https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/dont-underestimate-the-importance-of-effective-onboarding.aspx
https://b2b-assets.glassdoor.com/the-true-cost-of-a-bad-hire.pdf
https://www.tydy.co/blog/how-to-design-consumer-grade-employee-experiences-an-in-depth-guide


Before we jump into the employee onboarding checklist, let’s quickly 
understand what constitutes an effective onboarding process.

As we mentioned earlier, onboarding isn’t about processes and paperwork 
anymore. 

Then what is it about?

The elements or pieces that constitute a good onboarding experience are called 
the 6 Cs.

The 6 Cs of
effective onboarding
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Compliance

All the formalities and procedures that need to 
be mandatorily completed by a new hire fall 
under compliance. This includes a good 
understanding of the organization’s policies, 
rules and regulations; statutory and regulatory 
requirements; legal paperwork and more.

New hires may find this boring and/or may 
lack the relevant knowledge to complete 
them, and more often than not, will need an 
extra push or a nudge to complete them.

Clarity

A new hire needs absolute clarity about their 
roles and responsibilities, job expectations and 
key performance indicators from the very 
beginning. An understanding of what level of 
performance is expected from them and being 
aware of the tools and resources to be able to 
deliver this level of performance will boost their 
confidence.

This could be achieved by initiating discussions 
with the manager. HR can share key KPIs. And 
probably, an assigned buddy could introduce 
the new employee to the tools and resources 
available to them at the organization.

Culture

There is a distinct style and tone to every 
organization defined by its vision, values, 
practices, beliefs and norms. The sooner a 
new hire understands these, the faster they 
can get into the groove of the organization.

While an employee can be formally introduced 
to the practices, vision and values, a lot of the 
unsaid ways of working in the organization 
need to be experienced and heard about 
directly through colleagues, co-workers, 
managers and more.
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Humans are social animals and that holds true 
even in the workplace. Helping a new hire 
break the ice with others and enabling them to 
own their place in the organization is a key 
part of the onboarding experience.

This includes their interactions with their 
managers, leadership, co-workers, and other 
cross-functional teams. It also brings into its 
realm the feeling of acceptance that comes 
with an organization’s Diversity, Equity and 
Inclusion practices.

Capability

When a new hire joins the organization, they are 
still learning the tricks of the trade. It takes a 
while for them to become fully contributing 
members of the organization. A good 
onboarding experience must speed up the 
process for a new hire by ensuring they acquire 
the necessary knowledge and skills. 

Building capability involves striking the right 
balance between enabling a new hire to acquire 
the necessary skills while also helping them to 
be contributing members alongside. Especially 
for fresh graduates, this could mean giving them 
a small project to work on and slowly growing 
their responsibilities along the way.

Coordination

Onboarding is not a one-way communication 
street. While it is important for the new hire to 
know as much about the organization as 
possible, it is equally important for the 
organization to know how the new hires are 
feeling and what they want. 

The main element of coordination is seeking 
new hire feedback. Check in with them. 
Understand how things are going for them. 
Know their goals, ideas for the future, what 
impact they would like to have, and how they 
would like to improve from their previous job, 
etc. and improve their onboarding experience 
accordingly.

Community
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58%* of companies agree that 
their onboarding program is 
focused on paperwork and 
processes.

*Benchmark Report 2021 by The Talent Board
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Key roles in delivering
a great employee 
onboarding experience
The biggest truth about delivering a great onboarding experience is this:

A number of people and teams need to come together to give new hires a welcoming 
experience.

So who are these key stakeholders?

People Team or HR: Of course, the People Team steers the entire employee onboarding 
experience and is the voice of the organization for the new hire.

Manager: The manager leads a new hire’s introduction to the team, the team’s projects and 
their individual roles and responsibilities. 

Buddy: An assigned buddy is a new hire’s window to the unwritten, informal parts of an 
organization’s culture and their go-to in case of any doubts, clarifications or help.

Operations Team: This team could consist of IT, Admin and Finance. From access to laptops 
to being assigned a new workstation, setting up a salary account and getting an allotted 
company parking, a number of other teams play a crucial role in the employee onboarding 
experience.

7

IT IS NOT AN HR RESPONSIBILITY ALONE.

New Hire HR Manager Ops team Buddy

How to use your checklist

Refer to the following legend to identify which task needs to be completed by whom:



Checklists for the three phases 
of employee onboarding

Preboarding

Onboarding Day 1

Onboarding 
30-60-90 days

PHASE 1

PHASE 2

PHASE 3
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Preboarding checklist
Goal: To build excitement and ease the anxiety around joining a 
new organization.

What is preboarding?

Acceptance of job offer

Get necessary documents signed by the new hire 

Create new employee account in the HR system
Including their employee IDs, email address, and more…

Clarity
Introduce your Company 

Share your Company’s legacy - history & heritage 

Let them know who the Global Management or Leadership team is 
This could be video intros or pre-recorded interviews.

Give employees an overview of what to expect on Day 1 

Compliance

The period between a person accepting their job 
offer and their first day at the organization

New Hire HR Manager Ops team Buddy
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Introduction to values of the Company 

Send a welcome package (optional)
This could include company swag, laptop, a welcome note and more…

Share video testimonials from a few employees about their work 
experience with the Company 

Send an employer branding video that talks all about your company culture 

Community

Send a welcome note from a CXO 

Assign a buddy

Arrange a casual catch up with the manager 

Informal interaction with the new employee and provide assistance, 
wherever necessary 

Have an informal chat with the new hire 

Check if employee needs any assistance with directions to get to the 
office on Day 1  

Culture

Capability

Arrange for all necessary equipment 
From laptop, software to other tools required to do their job

New Hire HR Manager Ops team Buddy
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Collect feedback (Round 1): Why did you choose to join this Company?

Collect feedback (Round 2): Do you think you were given enough 
information about your role during the recruitment process?

Collect feedback (Round 3): Do you need any more information before 
Day 1

Coordination

Here’s why!

Only 26%* of new employees recall being asked for 
feedback about their candidate experience and hiring 
process. But the same report also predicts that 
seeking feedback before the joining date increases 
the willingness to refer others by 79%*.

*Benchmark Report 2021 by The Talent Board

Quick tip!

Invest in collecting contextual employee feedback 
as part of your employee onboarding experience.
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Onboarding checklist: 
Day 1
Goal: Make your new employee feel welcome at the organization and break the ice

Provide employee ID and access to the facility 

Share a list of immediate need to knows  
Business principles, compliance, rules, company etiquette, work policies, etc.

Give access to the Employee Portal  

Add bank details to the payroll system 

Provide instructions on how to use IT and office equipment 

Explain relevant policies and procedures  

Send any required forms for employee signature  

Clarity
Give a briefing on what to expect in the first week at the Company  

Compliance

Culture
Welcome the new employee at the office entrance

New Hire HR Manager Ops team Buddy

What is onboarding?
Most commonly, onboarding begins from Day 1 onwards - 
so from the day your new hire clocks in for the first time.
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Send out a welcome note to the new employee  

Make a company-wide announcement  

Set up a casual catch up with the buddy at the end of the day 

Add employee’s name to any distribution list, groups, websites, etc. 

Have an informal talk over coffee with the new hire 

Capability

Show them to their work station 

Handover laptop and other IT equipment 

Assist with setup of the equipment, if necessary 

Share email account and usage instructions 

Open accounts for other company systems and share usage instructions 

Go over the job description with the manager 

Manager: Explain expectations from the new employee 

Manager: Ask about the new employee’s expectations 

Community

Gather feedback on how the first day was 
Find out what was missing and where they need additional help? 

Coordination

New Hire HR Manager Ops team Buddy

Give a tour of the organization (virtually for remote employees) 

Share the achievements of the organization  
What makes you a great employer to work for - let the employee know
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88%* of organizations do not 
onboard new employees well.

*Benchmark Report 2021 by The Talent Board
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Onboarding checklist: 
Week 1
Goal: Enable the employee to get a sense of belongingness and accomplishment

Ask the new hire to sign-up for employee benefits

Share Employee Benefits Guide/FAQs  

Enrol employee in pension plan

Compliance

Share tips on how to network at your company
Through emails, company intranet, or messaging channels, let them know the etiquette 
for communication at your company

Guide the new hire on the Company’s global thinking/vision and how their 
role aligns to it 

Help them to see how their work is meaningful and align to the purpose of 
the company

Introduce the employee to the Company products/services 

Clarity

Introduction to Employee Wellbeing Program 

Introduction to DEI initiatives at the Company  

Interaction with leadership 
Either through a video, email or in-person welcome, if that’s possible

Culture

New Hire HR Manager Ops team Buddy
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Check-in with the new employee 
Preferably every two days in the first week to see if the new hire is making steady 
progress and/or needs any help

Organize informal interaction with the team
This could be a coffee catch-up, team lunch, casual meeting…

Give them access to videos where tenured employees share pieces of 
advice and their own experiences 

Introduction to key stakeholders from other teams 

Community

Introduction to all the internal tools that the team and organization use
For project management, collaboration, interdepartmental interactions…

Access to all shared folders, documents and tools

Give them guidance on how to access these and train the new hire, 
wherever necessary

Meeting with the manager to understand team goals and discuss the new 
hire’s roles

Capability

Check if the employee had meetings with the department head and all key 
stakeholders  

Collect feedback: How has your first week at work been? Anything that 
you need more assistance with?

Coordination

New Hire HR Manager Ops team Buddy
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Onboarding checklist: 
First month

Nudge the employee to complete their Benefits enrolment, if not done 
already

Reminder to access payroll for e-payslip

Give access to the Learning & Development Portal

Compliance

Give an introduction to various functions at the Company

Introduction to Learning & Development at the Company 

Share a video on the future plans of the Company

Brief them about the Company results 

Clarity

Introduce employee to organization-wide initiatives
Townhalls, sporting events, competitions, games, team bonding sessions, 
engagement activities and more

Introduction to CSR and volunteering activities, if any

Culture

New Hire HR Manager Ops team Buddy
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Create socialization opportunities with people of common interests
This could be through clubs, women support circles, and other initiatives hosted by 
the organization

Informal catch up and express gratitude to your buddy

Community

Explain career and development opportunities available to the new hire

Share opportunities for internal mobility at your company

Assist them in understanding Performance Management at the Company

Assign them to shadow a team member on a project
To get a fair idea of how things are done here

Assign the new hire to a task/project 

Give feedback on the completion of task/project

Capability

Check-in with the new hire once in two weeks

After 14 days
After 28 days

Collect feedback: How would you rate Week 2 at the Company?

Collect feedback: Are the orientation sessions helping you understand 
the organization and your role?

Culture

New Hire HR Manager Ops team Buddy
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69%* of employees are more 
likely to stay with a company for 
three years if they experienced 
great onboarding.

*SHRM report
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Onboarding checklist: 
First 60-90 days

Ensure employee is aware of how to use the employee portal 

Has signed and completed all necessary processes and paperwork

Compliance

Attend company-wide initiatives like townhalls, webinars, etc.

Reach out to the manager and other team members for clarifications

Share opportunities available to the employee in a personalized format
This could include lateral movements, benefits, perks available to them specifically

Clarity

Participate in engagement activities

Volunteer for company CSR programs 

Culture

New Hire HR Manager Ops team Buddy
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Collect details of a friend or family who the employee wants to 
recommend to the Company

Casual catch up with employee to understand how they are doing, once 
a month 

After 30 days
After 60 days
After 90 days

Community

Create a personalized performance/goal framework for the employee 

Meet with the manager to gauge employee’s progress

Discuss new employee’s career development plan 

Share performance feedback with the employee 

Capability

Collect feedback: How likely are you to recommend the Company to your 
friends?

Collect feedback: How will you rate your onboarding experience at this 
company?

One-on-one meeting between employee and HR, once a month

After 30 days
After 60 days
After 90 days

Coordination

New Hire HR Manager Ops team Buddy
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Automating employee 
onboarding for enterprises
Checklists are great to have. It ensures you don’t miss out on anything and are 
able to deliver the best employee onboarding experience.

However, if you are a large enterprise onboarding thousands of employees 
every week, manually ticking off the to-dos from a checklist for each employee 
is impossible!

But you could automate your checklist and personalize it.

Platforms like Tydy are meant to make your employee onboarding experience 
smooth and seamless, at scale.
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Automate your employee journey
-> Create personalized employee onboarding journeys
Define your 6 Cs or use ready templates from Tydy and collaborate with all 
stakeholders from a single place.

-> Track progress 
Gather new hire feedback. Have a full-view of task completion, new hire pulse, 
vendor TAT and more, while being able to take the right, data-backed decisions.

-> Automate the delivery of each journey
Make data capture and flow seamless. Deliver the right information at the right 
time. Send out notifications and reminders to other stakeholders. 



Integrate with all your HR tech tools 

Automate reminders to 
all stakeholders

Customize for various 
audiences and segments

For more details,
book a one-on-one 
demo with Tydy.
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While your onboarding responsibilities may well be over with the 
90-day mark, ensuring your employee continues to have a great 
experience at your organization is imperative.

So here are a few things you can do!

→

Bonus!

Before we sign off - wondering what to do after you 
hit the 90-day mark?
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-> Celebrate the 90-day milestone

Managers should continue to provide 
feedback that will enable the 
employee to grow and perform better. 
This could also mean suggesting 
training, assigning more challenging 
projects, and so on. The responsibility 
of the manager as the mentor only 
grows from this point.

-> Provide constructive 
feedback

Understand how comfortable the employee is with 
the organization, the team and their role. Check if 
they need any additional support and discuss the 
way forward with clarity and intent.

-> Conduct a review meeting

Encourage managers to celebrate the 90-day milestone of new employees. 
This could be by handing out company swag, going out for lunch together, or 
sharing milestone points on your reward and recognition platform.
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Things to keep in mind 
after you hit the 90-day 
mark



-> Create other employee experience journeys

Nudge your employees to make the best of the perks and benefits available to 
them. Let no employee burnout by not making enough time to rejuvenate. Let 
no employee lose their benefits because they forgot to claim them or didn’t 
know how to.

-> Remind them about the perks and benefits

Continue to gather feedback at every employee touchpoint, so that you can 
continuously improve their experience with the organization.

-> Continue to capture contextual feedback

Build different guided journeys that employees can take within the organization. 
This could be lateral movement, movement to a new location, taking a 
sabbatical, welcoming a kid in the family, opting for working from anywhere. 
Provide a full view of journeys that employees can embark on for personal 
fulfillment and show how the organization supports it.
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That’s it, folks!

Hope that’ll help you create an outstanding 
employee onboarding experience for your new 

hires.

Remember, a great employee 
onboarding experience needs to be 

backed by an equally great 
experience post the first 90 days.

If you need any help, do write to us at ….

sales@tydy.it


