Pre-Employment Onboarding Checklist for New Graduates

Ensure a smooth transition for new graduates with a comprehensive pre-employment onboarding checklist that covers all essential tasks and
documentation. This organized approach helps streamline the introduction process, enhancing new hires' engagement and productivity from day
one. Proper onboarding fosters confidence and clarity, setting the foundation for long-term success within the company.

ChecKklist

Offer letter sent and signed

Employment contract reviewed and signed

Personal information form completed

Copies of required identification documents collected
Background check and references verification conducted

Bank account details received for payroll

Onboarding schedule communicated

Company policies and handbook shared

Equipment and IT access arranged (laptop, email, software tools)
Introductions to team and manager scheduled

First week agenda prepared

Mandatory training sessions organized (e.g., workplace safety, compliance)
Mentor or buddy assigned

Welcome email drafted and sent

Workspace prepared (physical/virtual)

Tips for a Successful Onboarding

1. Commumicate clearly and frequently with the new hire.

2. Provide all necessary resources and support before the start date.

3. Encourage questions to ensure full understanding of expectations.

4. Solicit feedback on the onboarding experience to improve the process.
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