EDEN SOLUTIONS & RESOURCES LIMITED
Onboarding Checklist
From offer acceptance to the end of probation. Tick and date each item; a new employee judges the organisation by its first two weeks.
	Employee
	

	Role
	

	Start date
	

	Line manager
	

	Buddy
	



Before the first day
Signed offer and contract on file
Background checks completed and cleared
Guarantor forms received and verified
Payroll, pension and tax details captured
Workstation, tools and access requested
Email, systems and phone set up
Induction schedule sent to the employee
Team informed of the start date
First day
Welcome and introductions
Workplace tour and safety briefing
Contract, handbook and policies issued and explained
ID card and access granted
Job description discussed and agreed
Confirm first-week schedule
First week
Systems and tools training
Key internal contacts met
Standard operating procedures issued
Objectives for the probation period agreed in writing
Confirm pay date and payslip access
First 90 days
	Review point
	Date
	Performance against objectives
	Support needed
	Signed

	Day 30
	
	
	
	

	Day 60
	
	
	
	

	Day 90 / confirmation
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This template is provided as a general working document. Adapt it to your organisation and take advice where a decision carries legal or financial risk.




