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Onboarding Checklist




First 30 Days

Goal:  Ensure that new employee has tools and access needed to be successful in their job. 


	TO DO
	ASSIGNED TO
	DONE

	
Ensure TMS trainings are completed within 30 days from hire 
	
	□

	Continue regular check-ins  
	
	□

	Continue meet and greets with team members 
	
	□

	Continue introductions across campus
	
	□

	Review key projects and deadlines
	
	□

	Review time off procedures  
	
	□

	Review calendars (Academic, Fiscal, Payroll, etc.)
	
	□

	Confirm all necessary system access has been granted 
	
	□

	Solicit feedback from employee
	
	□

	Solicit feedback from peers
	
	□








First 90 Days

Goal:  Empower new employee to work more independently. 


	TO DO
	ASSIGNED TO
	DONE

	Continue regular check-ins (ensuring employee has the tools needed)
	
	□

	Discuss training plan and performance progress
	
	□

	Discuss ways to engage the campus community
	
	□

	Begin handing over larger responsibilities encouraging problem solving and process improvements
	
	□

	Discuss college events (Fall kick off, Service Awards, PD days, etc.)
	
	□

	Take the opportunity to connect with employee and consider discussing:
· Professional goals
· What motivates them
· How they prefer to be recognized
	
	□

	
	
	□

	
	
	□










First 6 Months to 1 Year

Goal:  Solicit and provide feedback as well as building relationships and fostering growth. 


	TO DO
	ASSIGNED TO
	DONE

	Continue to meet regularly indefinitely with employee
	
	□

	Continue introductions to other members of the LCC community
	
	□

	Discuss performance review process
	
	□

	Provide performance feedback
	
	□

	Ask for feedback and how to best continue to support employee
	
	□

	Discuss/encourage professional development opportunities 
	
	□

	Ask for feedback on their onboarding experience and areas of improvement. 
	
	□

	
	
	□

	
	
	□
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