
Securing reliable staff who are loyal and will stay is one of the biggest 
challenges managers face. 

Depending who you talk to, the total employee turnover costs of 
replacing an employee varies from 30 to 150 per cent of their salary. 

So, it's no wonder managers like yourself are scratching their heads 
about how to address this costly problem.

 In our experience, the answers lie in... Your onboarding process.

As an As an extension of our Ultimate Guide To Onboarding Staff For 
Maximum Retention, we’ve put together this checklist to elevate 

your organisation’s current Onboarding process.

So, let’s get started!

Slam your revolving staff door with this

Supporting People Success

ONBOARDING CHECKLIST
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Start internal:

Interview & offer stage:

Create an anonymous survey to send to your current employees 
about their onboarding experience. Here are some sample 
questions to ask:

Ensure the job description is accurate.

Set job and company expectations from your first interview with 
them.

Outline the benefits your company offers, including holiday leave 
and additional incentives.

Implement the results of the anonymous survey into your 
onboarding process.

Review your recruitment timeline to ensure a quick and timely 
process, with few hoops for the applicant to jump through.

•  Did you have access to relevant information to your role when you first                                   
  started? If not, provide details.

•  What information would have been useful in your first week?

•  Did you feel that you knew all your key contacts by the end of the first
    week? If not, provide details.

•  What training did you feel was lacking in the first 6 weeks?

•  How would you improve the system training provided?

••  How would you improve the product training provided?

•  Are the duties and responsibilities outlined correctly?

•  How does the salary compare to the current market benchmark?

•  Be honest about the positives and the challenges of your company.

•  Outline what makes a successful worker in that role.

•  Ourline what organisational values the employee must demonstrate.
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Prep work (1 week before they start):

Prepare the relevant paperwork and information before the 
employee’s first day.

Speak with the candidate’s supervisor to gain insights on the 
employee’s new role, including:

Connect your new employee with one or two key staff via phone 
or email.

Ask your new employee to fill in a questionnaire to get to know 
them better. Some topics to cover could include:

•  Record the employee’s basic information:

» First name

» Last name

» Date of hire

» Start date 

» Phone number

» Email address

» » Address

» Any additional information

•  Prepare the legal paperwork for your employee to start working:

» 100-point identification check

» Fair Work Act 2009 information document

» Superannuation information document

» TFN document 

» Non-Australians: Work PRO and VEVO checks

•  Goals they have set for the new hire

•  Projects they will require briefing on

•  Pick a mentor (senior team member) and a buddy (peer within their team)
   to help ease them into the company

•  Arrange a meeting with the mentor and buddy during their first week.

•  Hobbies

•  Favourite books

•  Favourite TV shows / movies

•  3 pm snack of choice
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Create accounts and provide access to the necessary tools, 
including:

Set up their work station

Set up a team lunch to better integrate your new employee from 
Day 1 into their team.

Prepare any necessary systems training / knowledge library:

•  Desk, chair

•  Telephone (including a company mobile phone, if applicable)

•  Computer

•  Desk supplies (business cards, stapler, letterhead, paper, pens, etc.)

•  Any branded merchandise (branded pens, t-shirt, mug, etc.)

•  Training schedule & Day 1 agenda (refer to next section)

• • 3 pm snack of choice they selected in their questionnaire (put it out the
    morning of)

•  Employee company email

•  Employee username

•  Employee company phone line

•  Employee company social media accounts (if applicable)

•  Wifi password

•  Email list of co-workers (highlight their team members’ emails)

••  Department phone number list (highlight their team members’ phone 
    numbers)

•  Any access keys

•  Short ‘how to’ videos for specific tasks

•  Training booklets

•  System guides (CRM, reporting tools, etc.)

•  Product training

•  Company positioning

•  Overcoming common client objections

••  Handling common complaints

•  Escalation process
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Finalise their training schedule and Day 1 agenda:

•  Day 1 agenda:

               Office tour — Show your new employee the important and common
               areas.

» Kitchen

» Reception

» Bathroom

» Their workspace

» Support desk

» HR area

» » Their mentor and supervisor’s offices

» Introduce them to team members you meet along the  way —
   especially their team.

Induction:

Plan a 1.5 hour lunch break to introduce your new employee into their 
new team. (This could be on Day 1 or their first Friday in the office.)

» What are the organisational values the employee must
   demonstrate?

» How do you expect the employee to act with clients, colleagues
   and supervisors?

» What are the processes, methods or means the employee is
   expected to use?

»  »  What are their expected work hours?

» Where can they park?

»  How they can access the building?

» What the company’s dress code is.

»  Relay the goals, objectives, accountabilities and tasks they will be
   expected to do, as learned from your discussion with their
   supervisor.
  
      →  Make this a recurring meeting with their supervisor, to ensure
          they are progressing accordingly.

»  Mention any social events/charity your company does
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So, that’s our ultimate onboarding checklist, with 
all of our tips to slamming that revolving staff 
door once and for all!

If you’d like some additional help in this area or
want to discuss your staffing needs, please get
in touch with one of our specialist recruitment
cconsultants. 
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Day 1 — Take them through the office tour, induction, 
team lunch, and have them start any systems training.

First 3 weeks

Walk them through the basics of any systems they will need to 
use in their role.

Assign their first project — Ensure their supervisor or senior team 
members aren’t too busy so they can be easily supported 
throughout this project.

Have your new employee sit in on meetings or calls to show them 
how your company showcases your products or services, and 
interacts with stakeholders and clients, if necessary to their role.

Set up mock practices of common scenarios using scripts of role 
plays with their buddy or mentor to build confidence.

Communicate more specific expectations and long term goals, 
once they are settled into their role. This could include upcoming 
projects, predicted workflow, and KPIs

Check in with their mentor and buddy to ensure that your new 
employee feels supported and welcomed into their new teams.

•  Encourage your new employee to be social in the office

https://www.siriuspeople.com.au/consultants

	Onboarding Checklist 1
	Onboarding Checklist 2
	Onboarding Checklist 3
	Onboarding Checklist 4
	Onboarding Checklist 5
	Onboarding Checklist 6

