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	Onboarding New Employee Template

	Pre-Onboarding
	Complete

	Complete background check
	☐
	Collect signed offer letter
	☐
	Collect signed employment contract
	☐
	Set up direct deposit
	☐
	Create designated login credentials
	☐
	Week 1
	Complete

	Complete new hire orientation
	☐
	Introduce to the team
	☐
	Administer company policy training
	☐
	Administer required safety and process training
	☐
	Set up designated devices, equipment, and tools
	☐
	Set up employee accounts for required portals
	☐
	Week 2-4
	Complete

	Complete any remaining training modules
	☐
	Perform knowledge checks on safety topics
	☐
	Schedule one-on-one meetings
	☐
	Finish benefits enrollment
	☐
	Establish and communicate performance goals
	☐
	Complete a weekly check-in
	☐


Future events, such as one-on-ones and performance reviews, should be logged into the company’s action tracking system. Make sure you have a system in place to ensure ongoing engagement between the workers and leaders at your site.
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This document is provided by Frontline Data Solutions as a general template to support compliance efforts but does not guarantee regulatory adherence. Users are responsible for ensuring all applicable legal and safety requirements are met.
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