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Employee onboarding checklist
Everything to do before day one, on day one and through the first 90 days, for Australian employers.
How to use this template: replace the grey italic guidance with your own words, then delete the guidance. Keep it short; a plan you read is better than a long one you do not.
	Employee name
	

	Role
	

	Employment type (full-time, part-time, casual)
	

	Start date
	

	Manager / buddy
	

	Probation or review date
	


Before day one
	Done
	Task
	Who
	When

	
	Written employment contract or letter of offer signed, with the award or agreement that applies
	Manager
	Before start

	
	Fair Work Information Statement provided (plus the Casual Employment Information Statement for casuals)
	Manager
	Before start

	
	TFN declaration form sent for completion
	Payroll
	Before start

	
	Superannuation standard choice form sent; stapled fund requested from the ATO if no choice is made
	Payroll
	Before start

	
	Payroll set up: pay rate, award classification, bank details, Single Touch Payroll
	Payroll
	Before start

	
	Equipment ordered: computer, phone, keys or access card, uniform, PPE
	Operations
	1 week before

	
	Accounts created: email, software, shared drives, with multi-factor authentication
	IT
	2 days before

	
	Welcome email with start time, location, parking, dress code and first-day agenda
	Manager
	2 days before

	
	Team told who is starting and when; buddy confirmed
	Manager
	2 days before


Day one
	Done
	Task
	Who
	When

	
	Welcome and introductions to the team
	Manager
	Day 1

	
	Workplace health and safety induction: emergency exits, first aid, incident reporting, hazards
	Manager
	Day 1

	
	Tour of the workplace and facilities
	Buddy
	Day 1

	
	Equipment handed over and logins tested
	IT
	Day 1

	
	Key policies explained: code of conduct, privacy and IT use, leave, bullying and harassment
	Manager
	Day 1

	
	First small task completed with support
	Buddy
	Day 1

	
	End-of-day check-in: questions and how the day went
	Manager
	Day 1


First week
	Done
	Task
	Who
	When

	
	Role description, responsibilities and how success will be measured explained
	Manager
	Week 1

	
	Training on core systems and processes (point them to the SOPs)
	Buddy
	Week 1

	
	Meet key customers, suppliers or internal contacts
	Manager
	Week 1

	
	30-60-90 day goals agreed and written down
	Manager
	Week 1

	
	First pay checked: rate, hours and super correct
	Payroll
	First pay

	
	End-of-week check-in
	Manager
	Week 1


First month
	Done
	Task
	Who
	When

	
	Weekly one-to-one meetings held
	Manager
	Weekly

	
	Required training and licences completed and recorded
	Manager
	Month 1

	
	Feedback given on early work; questions answered
	Manager
	Month 1

	
	Ask the employee what could make onboarding better
	Manager
	Month 1


Months two and three
	Done
	Task
	Who
	When

	
	Progress against 30-60-90 day goals reviewed
	Manager
	Day 60

	
	Probation or formal review meeting held and outcome documented
	Manager
	Day 90

	
	Development goals for the next six months agreed
	Manager
	Day 90


30-60-90 day goals
	By day
	Goal
	How we will know it is achieved

	30
	
	

	60
	
	

	90
	
	


Sign-off
	
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	



Employment obligations depend on the award or agreement that applies and can change. Check minimum pay, entitlements and the current information statements with the Fair Work Ombudsman, and tax and super obligations with the ATO.
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General information only, not financial, legal or tax advice. Check current rules with the ATO, Fair Work or a registered adviser.
