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Employee Onboarding Checklist
 
	Employee Name:                        

	Documentation and Compliance:
· Completed all required forms and documents accurately.
· Demonstrates understanding of company policies and compliance requirements.


	Training and Skill Development:
·  Completed mandatory training sessions.
· Shows proficiency in job-specific skills and tasks.


	Integration and Team Dynamics:
· Successfully integrated into the team and established positive relationships.
· Actively participates in team activities and meetings.


	Performance and Goal Achievement:
· Understands performance expectations and goals.
· Achieving or making progress towards initial performance goals.


	Feedback and Communication:
· Open to feedback and demonstrates improvement based on feedback received.
· Communicates effectively with colleagues and supervisors.


	Attendance and Punctuality:
· Maintains good attendance and punctuality record.
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