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[COMPANY NAME] – HR CHECKLIST
EMPLOYEE ONBOARDING CHECKLIST
The owner’s admin checklist for taking on a new employee, from the job offer to the end of probation, so nothing legal or practical gets missed.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-005
	1.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Tracking every admin step for a new employee in the right order: checks, paperwork, payroll, pension, kit, induction and probation.

	Who fills it in
	The business owner, office manager or whoever handles HR. The Team Leader completes some Day 1 and probation tasks.

	When
	Start it as soon as you decide to make an offer. Keep it open until the probation decision is recorded.

	Time needed
	About 10 minutes to set up. A few minutes at each stage. The whole process runs for up to 6 months.

	You will need
	The offer letter, the other AOS HR forms listed in each section, payroll software or your accountant’s details, and your pension provider login.

	Where it goes
	The employee’s personnel file. Keep it for the length of employment plus 6 years. Keep right to work copies for employment plus 2 years.



	Guidance for the business owner – remove before issue
Replace everything in [red], delete any tasks that do not apply, and delete this box before use.
How this fits with the other forms. This checklist is the admin. The Employee Induction Checklist (ARB-HR-006) records what the new starter is shown and told. The Technical (Site Safety) Induction Checklist (ARB-HR-009) records hands-on safety training. You do not need to repeat those items here: just tick that each form is done.
Legal points (checked 23/09/2026).
1. Right to work must be checked before the person starts work. Get it wrong and the civil penalty is up to £60,000 per illegal worker. Use ARB-HR-004 and follow the current Home Office employer’s guide and code of practice.
1. Written statement of particulars (Employment Rights Act 1996 s1) must be given on or before day one. The Contract of Employment (ARB-HR-001) covers this.
1. Health questions may only be asked after a job offer, apart from limited exceptions (Equality Act 2010 s60). Make the offer conditional, then send the Medical Questionnaire (ARB-HR-010).
1. Pension auto-enrolment: assess the new starter from their first day, enrol them if they are eligible, and write to them within 6 weeks of their start date. You can postpone assessment for up to 3 months, but you must still write within 6 weeks. Check the current earnings thresholds on The Pensions Regulator website.
1. Young workers: anyone under 18 needs a young person’s risk assessment before they start (Management of Health and Safety at Work Regulations 1999). Check the correct National Minimum Wage band (from 1 April 2026: £12.71 for 21 and over, £10.85 for 18–20, £8.00 for 16–17 and apprentices).
1. Probation and unfair dismissal: from 1 January 2027 employees gain unfair dismissal protection after 6 months’ service, and the compensation cap is removed. Hold reviews at about 4 and 12 weeks and make the final probation decision well before 6 months. Some rights (for example protection from discrimination and whistleblowing detriment) apply from day one whatever the length of service.
1. Driving: check licences with a DVLA check code from “View or share your driving licence information” (codes are valid for 21 days) before anyone drives for work.
Tip for tenders and audits: a completed onboarding checklist shows CHAS, SafeContractor, Constructionline and Arboricultural Association assessors that you check competence and right to work before people start.



How to use this checklist
	1
	Fill in the new starter’s details and the key dates below as soon as the offer is accepted.

	2
	Work through the sections in order. Each one matches a stage in the timeline.

	3
	Tick each task and write who did it and when. If a task does not apply, write N/A.

	4
	Put the key dates in your diary or [Connecteam / app] reminders straight away.

	5
	Sign off at the end of probation and file the checklist in the personnel file.



	New starter
	
	Job title
	

	Team Leader
	
	Offer date
	

	Start date
	
	Contracted hours
	



Key dates – add to your diary now
	Key date
	When
	Date

	Right to work check completed
	Before day one
	

	Written statement or contract given
	On or before day one
	

	Pension letter sent
	Within 6 weeks of start date
	

	First probation review
	Around 4 weeks
	

	Second probation review
	Around 12 weeks
	

	Final probation decision
	Before [5 months] – and always before 6 months’ service
	

	Right to work follow-up check
	Only if permission is time-limited (see ARB-HR-004)
	

	Next DVLA licence check
	[Every 6 or 12 months, by risk]
	



 1    Before the offer
Section 1 of 7  ·  About 15 minutes  ·  Owner / Manager

	✓
	Task
	Form / ref
	Done by / date

	☐
	Job description agreed and ready to send (ARB-HR-015 to 019), with the Core Duties (ARB-HR-017)
	
	

	☐
	Pay, hours, place of work and probation length decided, and pay checked against the National Minimum Wage band
	
	

	☐
	Interview notes kept. No health or disability questions asked, except about reasonable adjustments for the interview or an essential job requirement
	
	

	☐
	Qualifications checked: originals seen for NPTC / Lantra, first aid (+F), climbing, aerial rescue, chipper, stump grinder, pesticide or other tickets
	
	

	☐
	References requested (with the candidate’s consent) or plan to take them before the start
	
	

	☐
	If under 18: young person’s risk assessment drafted
	
	



 2    Offer to start
Section 2 of 7  ·  About 45 minutes in total  ·  Owner / Manager

	✓
	Task
	Form / ref
	Done by / date

	☐
	Offer letter sent, conditional on right to work, references and satisfactory qualifications [and medical, if you make it a condition]
	[ref]
	

	☐
	Right to work checked before the start date. Do not let anyone start until this is done
	ARB-HR-004
	

	☐
	Contract of Employment prepared, ready to give on or before day one
	ARB-HR-001
	

	☐
	Personal Details Form sent, including emergency contacts and bank details for payroll
	ARB-HR-003
	

	☐
	Medical (Fitness for Work) Questionnaire sent after the offer, to be returned in confidence
	ARB-HR-010
	

	☐
	HAVS initial (Tier 1) questionnaire sent if the job involves vibrating tools
	ARB-HR-011
	

	☐
	Hearing questionnaire sent, and baseline audiometry booked if the job involves regular exposure above the upper action value
	ARB-HR-012
	

	☐
	DVLA check code requested, and Driver Authorisation started, if the job involves driving
	ARB-HR-013
	

	☐
	P45 (parts 2 and 3) requested, or the HMRC starter checklist sent
	Payroll
	

	☐
	Payroll set up, or starter details sent to your accountant, before the first pay day
	Payroll
	

	☐
	Pension: plan the assessment and note whether you will postpone
	Pension
	

	☐
	PPE and workwear ordered in the right sizes (sizes are on ARB-HR-003)
	PPE record
	

	☐
	Kit and access ready: keys, fuel card, phone, first aid kit, van or tools as needed
	Kit record
	

	☐
	App or systems account set up: [Connecteam / job app / email / timesheets]
	[app]
	

	☐
	Buddy or mentor chosen and told
	
	

	☐
	Company induction (ARB-HR-006) and Technical Induction (ARB-HR-009) booked, with the name of who will deliver them
	ARB-HR-006 / 009
	

	☐
	Welcome message sent: start time, meeting place, what to wear and bring, lunch and welfare arrangements, and who to call
	
	



	Tip
Send the welcome message two or three days before the start. A clear “where, when, what to bring” list takes the worry out of a first day, especially for people who find new situations stressful.



 3    Day 1
Section 3 of 7  ·  About 30 minutes of admin  ·  Manager / Team Leader

	✓
	Task
	Form / ref
	Done by / date

	☐
	Written statement or Contract of Employment given (on or before day one) and signed copy filed
	ARB-HR-001
	

	☐
	Employee Handbook given
	ARB-HR-002
	

	☐
	Personal Details Form returned and filed; bank details passed securely to payroll
	ARB-HR-003
	

	☐
	P45 or starter checklist received
	Payroll
	

	☐
	Medical Questionnaire returned in a sealed envelope or secure upload, and kept separate from the personnel file
	ARB-HR-010
	

	☐
	Copies of certificates and competence cards taken and filed
	Training records
	

	☐
	PPE and workwear issued and signed for
	PPE record
	

	☐
	Kit issued and signed for (keys, phone, fuel card, tools)
	Kit record
	

	☐
	Company induction started
	ARB-HR-006
	

	☐
	Technical (Site Safety) Induction completed before any practical work
	ARB-HR-009
	

	☐
	Training matrix entry created: start date, certificates held and expiry dates
	Training matrix
	



	Before any practical work
The new starter must not use chainsaws, chippers, stump grinders, MEWPs or climbing kit, or drive for work, until their certificates, Technical Induction and (if driving) DVLA check are complete.



 4    Week 1
Section 4 of 7  ·  About 30 minutes  ·  Manager / Team Leader

	✓
	Task
	Form / ref
	Done by / date

	☐
	Company induction completed and signed, including the end of week one check-in
	ARB-HR-006
	

	☐
	Medical Questionnaire reviewed by a competent person; any adjustments or controls agreed with the employee
	ARB-HR-010
	

	☐
	Health surveillance results recorded and next dates set (HAVS and hearing)
	ARB-HR-011 / 012
	

	☐
	Driver Authorisation completed and signed, if driving
	ARB-HR-013
	

	☐
	Pension assessment done (or postponement confirmed)
	Pension
	

	☐
	App account working: can see jobs, clock in and out, and access documents
	[app]
	

	☐
	Buddy or mentor check-in held
	
	

	☐
	Young person’s risk assessment shared with the young person and their parent or carer, if under 18
	[ref]
	



 5    Month 1
Section 5 of 7  ·  About 20 minutes  ·  Owner / Manager

	✓
	Task
	Form / ref
	Done by / date

	☐
	Pension letter sent within 6 weeks of the start date, and enrolment done if eligible
	Pension
	

	☐
	First pay run checked: correct rate, hours, tax code and pension deduction
	Payroll
	

	☐
	Training matrix reviewed: gaps identified and training booked, for example aerial rescue refresher or first aid +F
	Training matrix
	

	☐
	CPD Record started
	ARB-HR-014
	

	☐
	Right to work follow-up date diarised, if permission is time-limited
	ARB-HR-004
	

	☐
	First probation review held at around 4 weeks (record below)
	Section 6
	



 6    Probation
Section 6 of 7  ·  About 30 minutes per review  ·  Manager / Team Leader with the employee

Probation reviews should be two-way and supportive. Give specific examples of what is going well and what needs to improve, and agree what support you will give.
	Review
	Due
	Held on
	Outcome and actions agreed

	First review (around 4 weeks)
	
	
	

	Second review (around 12 weeks)
	
	
	

	Final decision (before 6 months’ service)
	
	
	



Final probation outcome
	☐  Passed probation

	☐  Probation extended (reason and new date recorded, still before 6 months)

	☐  Employment ended during probation (reason recorded)



	✓
	Task
	Form / ref
	Done by / date

	☐
	Outcome confirmed to the employee in writing
	[ref]
	

	☐
	First development meeting booked
	ARB-HR-020 / 021
	

	☐
	Training matrix and CPD Record up to date
	ARB-HR-014
	



	What this means for you
Most new starters just need clear feedback and time. If someone is struggling with, say, rigging or paperwork, say so at the 4-week review and agree support. That is fairer, and far better than raising it for the first time at 5 months.



 7    Sign-off
Section 7 of 7  ·  About 2 minutes  ·  Owner / Manager

	Anything outstanding or to note

	



I confirm that the onboarding tasks above are complete, or marked N/A, and the probation outcome is recorded.
	
	Completed by (Owner / Manager)

	Name
	

	Role
	

	Signature
	

	Date
	



Related documents
	Reference
	Document

	ARB-HR-001
	Contract of Employment

	ARB-HR-002
	Employee Handbook

	ARB-HR-003
	Personal Details Form

	ARB-HR-004
	Right to Work Check Record

	ARB-HR-006
	Employee Induction Checklist

	ARB-HR-009
	Technical (Site Safety) Induction Checklist

	ARB-HR-010 to 013
	Medical, HAVS, Hearing and Driver Authorisation forms

	ARB-HR-014
	CPD Record

	ARB-HR-015 to 019
	Job Descriptions

	ARB-HR-020 / 021
	Employee Development Form and Meeting Record



Document control
	Document
	Employee Onboarding Checklist (ARB-HR-005)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	23/09/2026
	Arborella Consultancy Ltd
	Initial release
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