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New Employee Onboarding Checklist

A 30/ 60/ 90-day guide to a successful start

30 The First 30 Days — Learning & Orientation

During this period, employees should focus on learning and getting oriented to the company.

C] Complete all required legal and company forms
C] Review company mission, values, and policies
Complete any required training or orientation modules

Connect with a trainer, mentor, or onboarding buddy as the first point of contact for questions or

clarifications
C] Create logins for time clocks or company portals

Receive technology or uniforms required for their jobs

60 The First 60 Days — Applying & Understanding

This period focuses on applying training and further understanding their new role.

C] Take over key responsibilities of the role

C] Actively participate in team meetings

C] Be assigned tasks in collaborative projects

C] Receive feedback for each completed task

C] Take advantage of open-door policies for questions or concerns

C] Feel professional relationships developing with team members

C] Use their point of contact for checking in and evaluation

90 The First 90 Days — Independence & Productivity

The last phase of onboarding sees more independence and productivity from the new employee.

C] Produce work more independently

C] Demonstrate their understanding of tasks and responsibilities



C] Contribute ideas to projects
C] Identify and discuss their professional goals with managers
C] Discuss concerns or problems integrating with the team or supervisors

C] Continue to receive feedback from supervisors



