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ONBOARDING & PROBATION
New Starter Onboarding Checklist
Onboarding & Probation  |  White Cube Consulting

	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	START DATE
	[Date]

	LINE MANAGER
	[Name]

	HR CONTACT
	[Name]



This checklist should be completed collaboratively by HR, the line manager and, where applicable, IT or facilities. The Owner column identifies who is responsible for each activity. Retain a signed copy on the employee's personnel file.
▪ Before the Start Date
▪ HR Responsibilities
	ACTIVITY
	OWNER
	DONE
	DATE

	Offer letter sent and acceptance received
	HR
	☐	

	Contract of employment issued and signed copy returned
	HR
	☐	

	Right to work documentation checked and copied
	HR
	☐	

	References requested and received
	HR
	☐	

	Pre-employment checks completed (DBS / OH / other as applicable)
	HR
	☐	

	New employee information form sent and returned
	HR
	☐	

	Payroll set up with correct details
	HR
	☐	

	GDPR / Privacy Notice issued to employee
	HR
	☐	

	Employee added to relevant HR systems
	HR
	☐	

	First day joining instructions sent to the employee
	HR
	☐	

	Buddy or mentor identified and briefed
	HR
	☐	


▪ Line Manager Responsibilities
	ACTIVITY
	OWNER
	DONE
	DATE

	Workspace prepared and ready for arrival
	Line Manager
	☐	

	IT equipment and access requirements confirmed with IT team
	Line Manager
	☐	

	First week schedule prepared and shared with the employee
	Line Manager
	☐	

	Team notified of new starter's arrival
	Line Manager
	☐	

	Key introductory meetings booked for the first week
	Line Manager
	☐	

	Role objectives and expectations prepared for discussion
	Line Manager
	☐	

	Health and safety induction planned
	Line Manager
	☐	


▪ IT and Facilities Responsibilities
	ACTIVITY
	OWNER
	DONE
	DATE

	Laptop / desktop set up and tested
	IT
	☐	

	System access and login credentials created
	IT
	☐	

	Email account set up and access confirmed
	IT
	☐	

	Building access and security pass arranged
	IT / Facilities
	☐	

	Parking or travel information provided
	IT / Facilities
	☐	

	Phone / mobile set up if required
	IT
	☐	


▪ Week One - Day One Priorities
	ACTIVITY
	OWNER
	DONE
	DATE

	Welcome given by line manager
	Line Manager
	☐	

	Office and facilities tour completed
	Line Manager
	☐	

	Key team members introduced
	Line Manager
	☐	

	IT access tested and working
	IT
	☐	

	Health and safety induction completed and signed
	Line Manager / Facilities
	☐	

	First week schedule reviewed with the employee
	Line Manager
	☐	

	HR administration completed (forms, policies, emergency contacts)
	HR
	☐	


▪ Week One - During the First Week
	ACTIVITY
	OWNER
	DONE
	DATE

	All key introductory meetings completed
	Line Manager
	☐	

	Buddy or mentor introduction completed
	Line Manager / HR
	☐	

	Role, team structure and priorities explained
	Line Manager
	☐	

	Company values, culture and ways of working discussed
	Line Manager
	☐	

	Key policies and procedures reviewed (absence, conduct, confidentiality)
	HR / Line Manager
	☐	

	Initial objectives or priorities agreed
	Line Manager
	☐	

	End of week check-in completed by line manager
	Line Manager
	☐	


▪ First Month - Weeks Two to Four
	ACTIVITY
	OWNER
	DONE
	DATE

	One-to-one meetings scheduled and taking place regularly
	Line Manager
	☐	

	Progress against initial objectives reviewed
	Line Manager
	☐	

	Any training needs identified and planned
	Line Manager / HR
	☐	

	Probation period expectations confirmed in writing
	HR
	☐	

	One-month review meeting held and documented
	Line Manager
	☐	

	Any concerns or support needs identified and addressed
	Line Manager / HR
	☐	


▪ Months Two and Three
	ACTIVITY
	OWNER
	DONE
	DATE

	Three-month probation review held and documented
	Line Manager
	☐	

	Development needs and objectives updated
	Line Manager
	☐	

	Feedback sought from new starter on their onboarding experience
	HR / Line Manager
	☐	

	Confirmation of employment or probation extension decision made and communicated
	HR
	☐	





▪ Compliance Training - To Be Completed Within Probation Period
	ACTIVITY
	OWNER
	DONE
	DATE

	Data Protection / GDPR awareness training
	HR / Line Manager
	☐	

	Information Security training
	IT / HR
	☐	

	Cyber Security awareness training
	IT / HR
	☐	

	Anti-bribery and corruption training (where applicable)
	HR
	☐	

	Equality, Diversity and Inclusion Awareness Training (where applicable)
	HR
	☐	

	Other relevant mandatory compliance training - specify:
	HR / Line Manager
	☐	


▪ 90-Day Success Review / 90-Day Success Indicators
At the conclusion of the probation period, confirm the following before signing off onboarding as complete:
☐  Initial objectives substantially achieved
☐  New starter considered fully operational in their role
☐  Development plan agreed and in place for the next period
☐  Manager satisfied that onboarding has been effective
☐  Employee successfully completed probation


▪ Sign-Off and Onboarding Feedback

	HR REPRESENTATIVE
	[Full Name]

	SIGNATURE 
	[Signature]

	DATE
	[Date]


Any Comments:


	LINE MANAGER
	[Full Name]

	SIGNATURE 
	[Signature]

	DATE
	[Date]


Any Comments:

	EMPLOYEE
	[Full Name]

	SIGNATURE 
	[Signature]

	DATE
	[Date]


Any Comments:

How would you rate your overall onboarding experience?     ☐  Excellent      ☐  Good      ☐  Satisfactory      ☐  Poor
Anything that was done particularly well?

Anything we could improve for new starters in the future?
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