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Onboarding Checklist
Day 1: 
Add/edit items as needed
☐ Introductions with manager and team (either individually or group, depending on employee preference)
☐ As you introduce the team, share your pronouns and invite others to do the same
☐ Familiarize with organization’s online platform
☐ Locate policies and onboarding information
☐ Receive and review organization chart
☐ Review needs/expectations of the role
☐ Office tour (if applicable)
☐ Access pass/parking pass (if applicable)
☐ Lunch together option, or lunch with buddy if program running
☐ Manager asks about accommodations needs for accessing onboarding materials and for carrying out workplace duties (e.g., alternate formats of materials, digital accessibility needs, workstation ergonomic needs, etc.)
☐ Manager asks and notes birthday celebration preference 

By end of week 1:
Add/edit items as needed
☐ Employee has been familiarized with organization’s committees/ERGs
☐ Employee has been familiarized with organizational supports, such as union, benefits, mentorship programs  
☐ Employee has been familiarized with department/other staff
☐ Manager has conducted a follow-up check-in around accommodation needs (e.g., is anything missing, is the accommodation plan working as needed, etc.)
☐ Manager has established check-in system (i.e., weekly, biweekly or as needed check-ins)
☐ Manager has conducted a discussion to determine how employee likes to receive feedback
☐ Training completed on organization’s online platform
☐ Benefits information has been provided and gone over with employee (application for enrollment done at time of benefits entitlement and is organization-dependant)



By end of month 1:
Add/edit items as needed
☐ Manager has conducted a conversation to determine employee strengths 
☐ Manager has conducted a discussion around employee professional development goals
☐ Manager has conducted a discussion about goal setting 
☐ Trainings started/complete (See “Workplace IDEA Training”)

By end of month 2: 
Add items according to position needs
By end of month 3: 
Add items according to position needs
☐ Performance check-in with employee – how are they doing? Are they performing well? Do they need more or specific training/support? Is there consideration of extending their probation period? (If so, this should be discussed with employee well before the end of their probation)
By end of month 4: 
Potential end of probation (organization-dependant). Add/edit items as needed
☐ Goals check in 
☐ Trainings complete
☐ Policies reviewed
☐ If probation period has passed and employee is now eligible for benefits, benefits information and next steps provided 
☐ Pension information and next steps provided
☐ Onboarding survey for feedback on process sent 
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