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NEW HIRE PRE-BOARDING CHECKLIST
Purpose
Use this document to track pre-onboarding tasks prior to the employee’s first day of work. Update the checklist as tasks are completed, so progress is documented in real time.
· Complete all fields shown in [brackets].
Add, delete, or edit tasks as needed to reflect the specific position, department, and onboarding timeline.

	Employee Name: [Enter employee full name]

	Rocket ID: [Enter Rocket ID]

	Bargaining Unit: [Enter unit or N/A]

	Position Title: [Enter position title]


	Department: [Enter department]

	Start Date: [Enter start date]


	Supervisor: [Enter supervisor name]

	Supervisor Title: [Enter supervisor title]






















	Pre-Boarding Checklist:
	Notes:
	Status of Completion: 

Complete, In Progress, or Incomplete

	Contact Employee
· Send Welcome E-Mail 
· Include: Welcome to Team, where to report following orientation, parking location, dress code, office location, start/end time, contact information
· Call employee Thursday/Friday before NEO
Confirm email received, ask if they have questions, confirm parking pass, personal welcome to the team

	Send welcome email to both their personal and UT email
	



	Create Week 1 Onboarding Schedule (utilize template)
· Set clear expectations for each day (start times, locations, and planned activities).
· Reduce anxiety and uncertainty by showing what to expect and who to contact.
· Ensure required onboarding steps are completed on time (e.g., access, paperwork, mandatory training).
· Accelerate integration by aligning the new hire, supervisor, and team on priorities and support.

	
	



	Create New Employee Training Pathway (utilize template)
· Provide a structured plan for building role-specific knowledge and skills.
· Set expectations and milestones for training, performance, and independence.
· Ensure consistent, comprehensive training by documenting required competencies and resources (e.g., systems training, safety, SOPs).
· Create accountability and a way to track progress, identify gaps early, and adjust the plan as needed.

	
	



	Communicate with the Team 
· Email the team to introduce the new hire, share the start date, and encourage a warm welcome.
· Identify and prepare onboarding trainer(s) and back-up coverage (as needed).
· Hold a brief stakeholder check-in to confirm the Week 1 schedule and training pathway (roles, timing, and handoffs).
· 
	
	



	Prepare Workstation
· Request and set up equipment.
· Examples: computer, phone, voicemail, and required peripherals.
· Confirm the workspace is ready and functional.
· Provide essential supplies (as applicable).
Set up an ergonomic workstation (chair, monitor height, keyboard/mouse placement)

	Contact IT for Support
	



	Request Systems Access (as applicable)
· EPIC
· API
· Kronos
· OneDrive 
· WebEx
· Microsoft 
· Banner 
· PowerBI

	
	




	Gather department policies & resources
· Standard operating procedures (SOPs) and work instructions
· Team expectations and norms (communication, scheduling, coverage, response times)
· Role-specific job aids, templates, and checklists
· Key contacts and escalation paths (who to ask for what)
· Department/org chart and primary stakeholders
· Policies: attendance/timekeeping, PTO/leave, dress code, remote/hybrid expectations (if applicable)
· Safety, compliance, privacy/confidentiality, and required reporting guidance (as applicable)
· Common workflows and “how we do it” resources (request forms, approvals, handoffs)
· Systems/resources: shared drive locations, Teams sites/channels, and knowledge base/wiki (as applicable)
· Reference materials: frequently used reports, dashboards, and standard definitions/metrics (as applicable)
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