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PURPOSE: 
 
This checklist is a suggested guide that can support a smooth and effective onboarding experience for new starters. 
This underpins engagement, productivity, and long‑term success, helping new employees feel confident, informed, 
and ready to commence. 
 

Employee Name:  
Position Title:  
Commencement Date:  
Supervisor Name:   

 

BEFORE COMMENCEMENT:  
Communication and engagement… 

 
Connect with your new employee once the appointment is confirmed to: 

 Confirm start date, time and first-day arrangements. 
 Provide location and meeting details. 
 Discuss dress code and parking. 
 Support activation of systems access prior to commencement (e.g. login/FAN). 

 
Notify the team of your new starter, including: 

 Name and role. 
 Team placement. 
 Start date and seating/work arrangements. 

 
P&C Tip: Early engagement improves first-day readiness and promotes a sense of belonging. 
 
BUDDY ASSIGNMENT:  
Supporting connection and workplace integration…  

 
 Identify and confirm an onboarding buddy/mentor prior to commencement. 
 Introduce the buddy/mentor on the employee's first day. 
 Explain the role of the buddy/mentor to both parties. 
 Schedule an informal catch-up during the first week. 
 Encourage regular check-ins throughout the first month. 

 
P&C Tip: A well-chosen buddy can help a new employee build confidence, establish relationships and navigate 
workplace processes more quickly.  
 
WORK ENVIRONMENT AND EQUIPMENT: 
Ensure all resources are in place prior to commencement… 
 

 Technology: Laptop, monitor and accessories. 
 Workspace: Desk, chair, ergonomic supports and stationery as required. 
 Complete workstation setup using ergonomic guidelines. 

 
P&C Tip:  A “ready-to-go” workstation demonstrates organisational readiness and professionalism. 
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WELCOME AND WORKPLACE TOUR: 
On day one… 

 
 Welcome and meet your new starter at the agreed time and location. 
 Arrange Staff ID card via Flinders Connect office. 
 Complete the Local Work Health and Safety Induction checklist with the new employee. 
 Provide a workspace tour and introduce team members and key contacts. 
 Tour of facilities, including: 

 Building access points 
 Emergency exits and protocols 
 Restrooms / Kitchen / Tea and coffee facilities 
 Lunch and food venues 

 
P&C Tip: The first day shapes first impressions. Taking time to introduce people, spaces and processes can significantly 
improve a new starter's sense of belonging. 
 

 

 
SYSTEMS AND SETUP:  
Support your new starter to… 
 

 Arrange required building access: Submit a Service One request for an access pass. 
 Access Okta Dashboard (Service One, vPermit, NuTrip, etc.). 
 Activate and access core systems (if not already completed). 
 Gain access to key platforms and tools: 

 Email set-up, phone set-up and shared drives. 
 Core organisational systems (e.g. finance, travel, research tools). 
 Printing and document management. 
 Mail and internal communications. 
 Travel and vehicle access (if relevant). 
 Shared inboxes, calendars and meeting protocols. 

 

P&C Tip: Timely access to systems, equipment and resources enables new employees to become productive more 
quickly and confidently. 
 

 

 
WEEK ONE PRIORITIES: 
Role clarity and expectations… 

 Role purpose and contribution to the broader team/organisation. 
 Key responsibilities and priorities. 
 Short-term goals (week/month) and longer-term expectations. 
 Performance and development goals. 
 Ways of working and team norms. 

 
P&C Tip: Role clarity is a critical driver of early performance and engagement. 
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INDUCTION AND LEARNING: 
Building capability and confidence… 

 
 Access the Staff Learning Portal 

Support completion of: 
 Flinders Online induction. 
 Mandatory and role-specific training. 

 
P&C Tip: Encourage completion of core learning within the first few weeks to build capability early. 
 

 

FIRST THREE MONTHS:  
Integration, development and performance… 

 
 Schedule regular one-on-one meetings and check-ins.  
 Maintain regular contact between the employee and assigned buddy. 
 Review progress against agreed goals and priorities. 
 Provide ongoing feedback, coaching and support. 
 Confirm completion of mandatory and role-specific training.  
 Introduce additional key stakeholders and networks.  
 Encourage participation in team and organisational activities.  
 Identify development opportunities and future learning needs.  
 Seek feedback on the onboarding experience.  
 Review overall role integration and performance.  

 
P&C Tip: Effective onboarding extends beyond the first few weeks. Regular check-ins, clear feedback and workplace 
connections during the first three months help employees become productive, engaged and confident in their role. 
 

 
KEY TIPS FOR EFFECTIVE ONBOARDING: 

 
 Preparation: Ensure required systems, tools, access and workspace are ready before commencement. 
 Connection: Foster early relationships with colleagues and stakeholders. 
 Clarity: Clearly communicate role expectations, priorities and performance goals. 
 Capability: Enable access to learning, development, training and resources required for success. 
 Consistency: Deliver a structured, positive and inclusive onboarding experience. 

 

 

 
 

 
 

 
 

 


