New Employee Onboarding Checklist for Software
Companies

Efficient new employee onboarding is crucial for software companies to integrate talent seamlessly. This checklist
ensures all essential steps, from paperwork to training, are completed for a smooth transition. Streamlining onboarding
fosters productivity and boosts employee satisfaction from day one.

Pre-boarding (Before Day One)

e Send welcome email with necessary information (start date, location, schedule).
e Set up employee accounts (email, internal tools, project management, etc.).

¢ Prepare hardware (laptop, monitor, peripherals) and ensure software installation.
e Share company handbook, policies, and code of conduct documents.

¢ Assign onboarding buddy and inform the team of the new hire's arrival.

First Day

¢ Welcome and introductions to teammates and key contacts.

IT orientation: review device setup, access credentials, internal tools overview.

¢ Review and complete HR paperwork (tax forms, benefits, NDA, etc.).

Tour of the office or virtual workspace orientation.

Walkthrough employee benefits and time-off policies.

First Week

e Assigninitial tasks and review job responsibilities.
e Provide product overview and relevant technical documentation.
¢ Training sessions on development workflow, coding standards, and toolchains.

e Set up meetings with cross-functional teams.

Schedule regular check-ins with manager and onboarding buddy.

First Month

e Encourage participation in team meetings and company events.

Review progress, provide feedback, and address questions or roadblocks.

Introduce ongoing learning resources (courses, documentation, mentorship).

Solicit feedback about onboarding experience to improve the process.

Ongoing
e Continue regular manager check-ins and performance reviews.

e Offer career development opportunities and encourage goal setting.

e Maintain open communication channels for support.
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