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This checklist is used in the annual follow-up of the systematic work environment management. It can be used for interviews with individuals or groups and is particularly suitable for larger organizations.
	
	Section
	Responsible Person
	Completed

	1.
	Immediately after employment
	
	

	1.1
	Order access permissions for any IT systems, etc.
	
	

	1.2
	Order work equipment, keys, access card, name badge, mailbox if applicable, and necessary materials.
	
	

	1.3
	Order a fuel card if applicable.
	
	

	1.4
	Order business cards if applicable.
	
	

	2.
	Before Starting
	
	

	2.1
	Send a welcome email.
	
	

	2.2
	Inform the work team about the new employee, including the responsibilities of the position and how collaboration will be organized.
	
	

	2.3
	Order a welcome flower with the help of the reception.
	
	

	2.4
	Publish information on the company website.


	
	

	2.5
	Create and plan the employee’s onboarding program. Schedule introductory meetings with relevant colleagues and prepare the onboarding schedule.
	
	

	2.6
	Book in the calendar: Introductory meeting on the first day, and shorter follow-up meetings every two weeks during the initial period. Schedule 1-month, 3-month, and 6-month follow-up meetings.
	
	

	2.7
	Prepare the new employee’s workspace.
	
	

	3.
	First Day
	
	

	3.1
	Introduce the new employee to immediate colleagues and give a tour of the workplace.
	
	

	3.2
	Go through the job description, set goals for the new employee, and review expectations for the role.
	
	

	3.3
	Provide information about any upcoming training plan.
	
	

	3.4
	Explain rules and routines – reporting sick leave, working hours, breaks, and possible flexible arrangements.
	
	

	3.5
	Provide information about the emergency action plan (fire extinguishers, assembly point in case of fire alarm, first aid, evacuation routes, and the crisis team).
	
	

	3.6
	Explain how to handle risks, near-misses, and accidents, including how to report them.
	
	

	4.
	First Weeks
	
	

	4.1
	Provide information about salary payments, tax table, bank account details, vacation, insurance, and pension plans (TFA, ITP).
	
	

	4.2
	Provide information about contact persons for union activities, safety representatives, responsible managers, and the intranet.
	
	

	4.3
	Review the intranet and internal communication channels.
	
	

	5.
	After 1–6 Months
	
	

	5.1
	One-month follow-up meeting
	
	

	5.2
	Three-month follow-up meeting
	
	

	5.3
	Six-month follow-up meeting
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