							      ________________
											    Employee name 

First Month Checklist 
This checklist is intended to review how the employee is performing in their new role and check in with how they are feeling 

· Create and send a first month “onboarding survey” 
· Set a meeting with the department head about the employee’s progress 
· Set a one-to-one meeting with the employee at the end of the month 
· Check the employees feelings about the job (ask open ended questions) 
· Invite the new employee to participate and get more involved in the workplace (Joint health and safety committee, social clubs, etc.) 
· Plan and schedule a three month and six month survey for the new employee  
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