NEW HIRE TRAINING PLAN

PROCESS
MOMNITOR /
MENTOR

PREFARATORY

UFOMN HIRE DECISION

Create new hire schedule

FRIOR TO START DATE

Agddfinvite to exsting meetings

ORIENTATION

FIRST DAY(S)

‘Welcome upon amiva

FIRST WEEK(S)

Ak how first weeks went

INTEGRATION

EMD OF FIRST THREE MONTHS

AS5E155 Drooress

EMD OF FIRST 31X MONTHS

Performance review

EMD OF FIRST YEAR

Performance review

EMD OF TRIAL PERIOD if opplicabile

Celebrate end of tral pericd shabus

Designate coworker [ peer resource

Cdll to confirm start date and time

Guide to work station f office

Avsist wath anmy guesticns

Make any further infreductions

Review short and long-term gools

Review short and long-term gools

tchedue anmud performance review

Discuss relocalion. if applicable Create welcome pocket Deliver prepored welcome pocket Review training schedule dentify and oddress learning needs Armwar any guestions Arawar any guashions Armwear any guestions
K dentify HR point of contoact nform departreant, HE, and IT Discuss break [/ rmeal policies Review dll tec hinology funclicnality Make any responsibility odustrents Reromsass gools
Schedue any pertinent fraining Discuss tricl peariod, if applicable Touch bose with peer resourcea nircduce increasingly comples projects
nireduce to designated peer rescurcea Discuss curent projects
Confirm receipt/funcficnality of posskeys Review company mission statement
dentify and oddress learning needs
Subrit technology requests Secure work area [ station Provide company structhure sheet
Order posskeys, IDs, efc. Designaote spoce Provide company contoct st occess
Furriture, supiplies, etc. Provide any maps, porking posses, etc.
OFFICE Phone irstallaticn and setup
ADMINISTRATOR Obtain nomeglate, business cards, etc.
Create perscnnel file Confirm receipt of all recriitmeant docs Connect to complete any poperwork Review company policies Performance review
Confirm offer letter receiptfocceptance Review portol Ask employee how first weaks want
Confirm bockground check completion Sign offar letter, if necessory Ask manoger how first weeks weant
HUMAM Commuricate business proctices Errcil in any benefits § services
RESOURCES Commuricate busines policies Discuss company culhure and work shyla
Errcil in nevw hire briefing. webinar, etc.
Passkey order form Review software, hardware, printers, etc.
Temporary occess for controct new hire Confirm email setup
Softwaore ocguisition Confirm phone setup
TECH Print criver sehup Review tech acceptable use policies
Mobile device, if ooplicable Agsist with cnline directony setup
Hordwere setup
Metwork setun
Conduct tours Pericdic check-ins
DESIGNATED Arawear any gueshons
COWORKER / Offer to take to lunch
PEER RESOURCE Make peer infroductions
DEPARTMENT LEAD

if applicable




