New Employee Onboarding Checklist for Small Businesses

Effective new employee onboarding checklist for small businesses ensures a smooth integration process by outlining essential tasks and
responsibilities. This checklist helps streamline orientation, training, and documentation, enhancing productivity firom day one. Implementing a
structured onboarding plan fosters enployee engagement and retention in a growing business.

ChecKklist

¢ Pre-Arrival
o Send welcome email with start date and time

Prepare workstation, equipment, and supplies
Set up email address and system logins
Complete necessary paperwork (tax forms, direct depostt, etc.)
Share company handbook and onboarding schedule
First Day
Welcome and office tour
Introduce to team members and assign a mentor or buddy
Review company culture, mission, and values
Discuss job responsibilities and expectations
Explain workplace policies and safety procedures
First Week

o Provide necessary training and resources

o Set short-term goals and objectives

o Schedule check-in meetings with manager

o Encourage questions and feedback
First Month
Monitor progress and address challenges
Solictt feedback about the onboarding process
Introduce additional responsibilities as appropriate
Review benefits enrolliment and company programs
Set long-term performance goals
Ongoing Support

o Continue regular check-ins and mentorship

o Provide professional development opportunities

o Recognize achievements and contributions
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