LOGO HERE
New Hire Checklist

Employee Name: _______________________________Start Date: _________________________

Position: _______________________________ Dept: ______________________________________

✔ Pre-Hire (Before Day 1)
	
	Offer letter sent, signed, and returned

	
	Employment agreement prepared and signed

	
	Background / criminal record check (if applicable)

	
	Reference checks completed

	
	Payroll setup (SIN, banking info, TD1/TD1BC forms)

	
	Add to HRIS / payroll system

	
	Create email address and system accounts

	
	Order equipment (laptop, phone, access cards, etc.)

	
	Prepare workstation / remote setup

	
	Prepare onboarding schedule (Day 1–90 roadmap)

	
	Notify team of new hire

	
	Add employee to organizational chart

	
	Prepare welcome package / swag




✔ Day 1 – Welcome & Orientation
	
	Welcome meeting with manager

	
	HR paperwork completed (policies, confidentiality, handbook)

	
	Review Code of Conduct, IT Use, Health & Safety

	
	Provide tools & tech setup (email, software, logins)

	
	Workplace / virtual tour

	
	Assign buddy/mentor

	
	Review role expectations & first-week schedule

	
	Set up introductions with key team members

	
	Review communication channels (Slack/Teams, email norms)




✔ Week 1 – Training & Integration
	
	Systems training (HRIS, payroll tools, project management, CRM, etc.)

	
	Review job responsibilities & KPIs

	
	Intro to cross-functional partners

	
	Shadowing sessions booked

	
	Daily check-ins with supervisor

	
	Assign first tasks / projects

	
	Review workplace safety procedures
Confirm access to all systems and folders

	
	End of week 1 check-in meeting




✔ Weeks 2–4 – Performance & Independence
	
	Begin independent task management

	
	Attend team meetings and stand-ups

	
	Review workflow processes and SOPs

	
	Assign larger responsibilities

	
	Access to training materials / LMS

	
	End-of-month performance check-in

	
	Create 60-day success plan




✔ Month 2 – Skills Development
	
	Progress review with supervisor

	
	Adjust goals as needed

	
	Additional training modules

	
	Review communication, culture, and team fit

	
	Encourage participation in team events / culture building

	
	Set Month 3 performance goals




✔ Month 3 – Confirmation & Evaluation
	
	90-day performance review meeting

	
	Collect feedback from employee and manager

	
	Confirm continued employment (if applicable)

	
	Update HR file with review

	
	Discuss long-term goals and development pathway

	
	Ensure all onboarding tasks are completed

	
	Transition to regular performance review cadence




✔ HR & Compliance (Ongoing)
	
	Maintain personnel file

	
	Ensure training certifications (WHMIS, First Aid, etc.) are up to date

	
	Track probation end date

	
	Enrollment in benefits (if applicable)

	
	Set up recurring 1:1 meetings

	
	Document any accommodations or RTW plans




