NEW EMPLOYEE ONBOARDING PLAN[image: ]
	Employee information

	Name:
	
	Start date:
	

	Job title:
	
	Manager:
	



	Topic
	Responsible for training
	Date

	Introduction, Orientation and Tours
	
	

	☐ Welcome
	
	

	☐ Introduction
	
	

	☐ Values
	
	

	☐ Organization charts (focus on the department)
	
	

	☐ Introduce staff/co-workers
	
	

	☐ Tour workspace, department layouts, facilities
	
	

	
	
	

	Position Information
	
	

	☐ Introduction to team 
	
	

	☐ Review initial job assignments and training plans
	
	

	☐ Review job description
	
	

	
	
	

	Policies
	
	

	☐ Vacation and sick leave
	
	

	☐ Personal conduct standards
	
	

	☐ Working hours
	
	

	☐ Time and leave reporting
	
	

	☐ Holidays
	
	

	☐ HSE and Code of Conduct
	
	

	☐ Access card
	
	

	☐ Onboarding survey
	
	

	☐ Telephone / Computer
	
	

	☐ Employee manual
	
	

	
	
	

	Role and Performance Expectations
	
	

	☐ Review job performance expectations
	
	

	☐ Trial period discussions
	
	

	☐ Expectations to the employee
	
	

	☐ Expectations to the manager
	
	

	
	
	

	Systems & Training
	
	

	☐ EQS
	
	

	☐ Citrix
	
	

	☐ Office 365
	
	

	☐ SuperOffice
	
	

	☐ Navision
	
	

	☐ EyeShare
	
	

	[bookmark: _GoBack]☐ Scale Academy
	
	

	☐ Current
	
	

	☐ timer.steinsvik.no
	
	

	☐ FileCloud
	
	

	☐ Jira
	
	

	☐ PDM
	
	

	☐ Confluence
	
	

	☐ Hip Chat
	
	

	☐ BitBucket
	
	




	



	
	

	Topic
	Responsible for training
	Date

	Other
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	☐ 
	
	

	

	Key personnel

	Name:
	
	Position:
	
	email:
	

	Name:
	
	Position:
	
	email:
	

	Name:
	
	Position:
	
	email:
	

	Name:
	
	Position:
	
	email:
	























	
	
	

	Date / Signature (Manager)
	
	Date / Signature (Employee)
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SCHEDULE – WEEK 1

Please fill in a preliminary schedule for week 1 here.
	TIME  /  DAY
	DAY 1
	DAY 2
	DAY 3
	DAY 4
	DAY 5

	08:00
	
	
	
	
	

	09:00
	
	
	
	
	

	10:00
	
	
	
	
	

	11:00
	
	
	
	
	

	12:00
	
	
	
	
	

	13:00
	
	
	
	
	

	14:00
	
	
	
	
	

	15:00
	
	
	
	
	

	16:00
	
	
	
	
	

	17:00
	
	
	
	
	

	Other
	






SCHEDULE – WEEK 2

Please fill in a preliminary schedule for week 2 here (optionally).

	TIME  /  DAY
	DAY 1
	DAY 2
	DAY 3
	DAY 4
	DAY 5

	08:00
	
	
	
	
	

	09:00
	
	
	
	
	

	10:00
	
	
	
	
	

	11:00
	
	
	
	
	

	12:00
	
	
	
	
	

	13:00
	
	
	
	
	

	14:00
	
	
	
	
	

	15:00
	
	
	
	
	

	16:00
	
	
	
	
	

	17:00
	
	
	
	
	

	Other
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