LWBC
New Starter Checklist
A simple, editable checklist to bring a new team member on board smoothly, from offer through to the end of probation, so nothing gets missed. Works for any business; add or remove items to fit yours.
	Employee name
	
	Job title
	

	Start date
	
	Reports to
	

	Department / site
	


Before their first day
☐  Offer confirmed in writing and accepted
☐  Contract issued and signed
☐  Right to work checked and a copy held on file
☐  References requested and received
☐  DBS or background check completed (if required for the role)
☐  Bank details, National Insurance number and tax information collected
☐  Emergency contact details recorded
☐  Equipment, uniform or PPE ordered
☐  IT accounts, email and system logins set up
☐  Workspace or locker ready
☐  Induction and first-week plan prepared
☐  Team told who is starting and when
First day
☐  Welcome and introductions to the team
☐  Tour of the premises, facilities and fire exits
☐  Health and safety briefing
☐  Fire and emergency procedures explained
☐  Key policies issued (handbook, code of conduct, relevant procedures)
☐  Logins, keys and equipment handed over
☐  Role, expectations and first tasks explained
☐  Hours, rota and how to report absence confirmed
First week
☐  Job-specific training started
☐  Introduced to key contacts and shown who to ask for help
☐  Probation objectives set and shared
☐  Mandatory and role-specific training booked
☐  First check-in scheduled
First months and probation
☐  Regular supervisions or one-to-ones booked in
☐  Training plan progressing
☐  Probation review meeting held
☐  Outcome recorded and communicated to the employee
Sign-off
	New starter name
	
	Signed
	

	Manager name
	
	Signed
	

	Date completed
	


	A free template from LWBC Solutions
We help businesses fix what slows them down — software, systems, policies, forecasting and plain advice. Tell us what your bottleneck is and we will build the fix.   lwbc.ltd


This is a general template provided by LWBC Solutions as a starting point, not legal or HR advice. Some sectors carry extra induction and regulatory requirements (for example care providers under CQC). Adapt it to your business and check anything you rely on against your own obligations.
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