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Employee Details 
 

Job Title: Click here to enter text. 
Candidate Name: Click here to enter text. 
Date: Click here to enter a date. 

Timeframe Action Item Details Achieved  

Pre-Arrival Prepare Workstation 
Set up their desk with necessary equipment 

(computer, phone, etc.). Provide office supplies 
(notepads, pens, etc.). 

Y/N  

  Technology Setup 
Ensure email and system accounts are created. Set up 
any software they will need. Provide login credentials 

and instructions 
Y/N   

  Welcome Package 
Company handbook, organizational chart, welcome 

letter from the team or CEO, company swag (e.g., 
branded mug, t-shirt). 

Y/N   

  Communication 
 Notify the team of the new hire’s start date and role. 

Schedule introductory meetings with key team 
members. 

Y/N   

 

Timeframe Action Item Details Achieved 

First Day Warm Welcome Greet them personally on arrival. Give a tour of the 
office and facilities. 

Y/N  

  Introduction to Team Introduce them to their immediate team and key 
colleagues. Organize a welcome lunch or coffee break. 

Y/N   

  Administrative Tasks 
Complete any necessary paperwork (e.g., tax forms, 

direct deposit). Review company policies and 
procedures. 

Y/N   

  Technology 
Orientation 

Provide an overview of how to use the company’s tech 
systems. Ensure they can access email, calendar, and 

other essential tools. 

Y/N   

  Job Role Orientation 
Review their job description and responsibilities. Set 

short-term goals and expectations for the first few 
weeks. 

Y/N  
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Timeframe Action Item Details Achieved 

First Week Training and 
Resources 

Schedule any necessary training sessions. Provide 
access to training materials and resources. 

Y/N  

  Mentorship Assign a buddy or mentor for support and guidance. Y/N   

  Regular Check-Ins 
Schedule daily or bi-weekly check-ins to address any 

questions or concerns. Provide feedback and 
encouragement. 

Y/N   

  Team Integration Involve them in team meetings and projects. 
Encourage participation in team-building activities. 

Y/N   

Timeframe Action Item Details Achieved 

First Month Performance 
Feedback 

Conduct a formal check-in meeting to discuss their 
progress. Provide constructive feedback and set 

goals for the next period. 

Y/N  

  Continued Training Ensure they are enrolled in ongoing training 
programs as needed. 

Y/N   

  Social Integration 
Encourage participation in social events or groups 

within the company. Foster relationships with 
colleagues. 

Y/N   


