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New Employee Onboarding Checklist

EMPLOYEE NAME

JOB TITLE

START DATE

DEPARTMENT

DIRECT MANAGER

WORK PERMIT REQUIRED?

BEFORE FIRST DAY — HR/ MANAGEMENT

Owritten employment contract prepared and signed
[ONIB registration form (C10) completed by employee
[ONIB employer registration submitted within 7 days of hire
Owork permit confirmed (if applicable)

[OBank details collected for payroll

OEmergency contact form collected

Oworkspace, tools, and equipment arranged

Oemail and system access set up

Owelcome email sent with Day 1 details

[OJEmployee added to payroll system

OAssigned a buddy or point of contact for first week

DAY 1

DWeIcome meeting with manager

Ooffice / facility tour completed

DTeam introductions made

OEmployee handbook provided and acknowledged
OIT systems access confirmed and tested

[OHealth and safety briefing completed
Oconfidentiality / NDA signed (if applicable)

[OID badge / access card issued

DParking / commute details confirmed
WEEK 1

ORole responsibilities and KPIs explained
([330-60-90 day plan discussed with manager
[OKey stakeholder meetings scheduled
OPrrocesses and tools walkthrough completed
[OLeave policy and public holidays explained
Opayroll schedule and payslip process explained
OPrrobation period terms discussed

DFirst check-in meeting scheduled

MONTH 1

OEnd of week 2 check-in completed

OFirst payslip reviewed and confirmed accurate
[ONIB contribution appears on first payslip
OAny onboarding questions resolved

[3J30-day performance check-in with manager
Ortraining needs identified and logged

DProbation review date confirmed

COMPLIANCE CHECKLIST

Document Collected Filed
Signed employment contract
NIB C10 registration form
Copy of valid ID / passport
Work permit (if applicable)
Signed employee handbook

Bank authorisation form

O0O0OO0OO0OO
O0O0OO0OO0O

Emergency contact form

NIB reminder: Register the employee with NIB within 7 days of their start date. Late registration makes the employer liable for any benefits the employee would have

received.

HR MANAGER SIGNATURE MANAGER SIGNATURE DATE COMPLETED
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