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New Hire Onboarding Schedule (Day 1–90)

Employee: ________________________________________Start Date: ______________________

Role: _____________________________________________Dept: ____________________________

📌 Day 1 – Welcome & Foundations
Morning
· Welcome, introductions, office/virtual tour
· HR paperwork & identity verification
· Review Company Handbook & policies
· Overview of Code of Conduct, IT Use, Health & Safety
· Workstation setup (email, logins, software access)
Afternoon
· Meeting with direct supervisor
· Review role expectations & first-week plan
· Set up communication tools (Slack/Teams, email norms)
· Team introductions
· Assign buddy/mentor

📌 Week 1 – Role Immersion
Training & Learning
· Training on core tools & systems (HRIS, CRM, PM tools)
· Introduction to workflow processes & SOPs
· Shadowing sessions
· Daily check-ins with supervisor
Tasks & Engagement
· Start small tasks or low-risk responsibilities
· Attend team meetings
· Review KPIs & performance expectations
· End-of-week check-in & progress review

📌 Week 2 – Skills & Understanding
· Begin taking ownership of assigned tasks
· Deep dive training (systems, role-specific skills)
· Introductions to cross-functional partners
· Review communication and escalation pathways
· Mid-week check-in with supervisor
· End-of-week feedback session

📌 Weeks 3–4 – Independence & Confidence
· Increased autonomy in completing work
· Manage own daily workflow
· Participate in recurring meetings
· Begin working on small projects independently
· Review progress on KPIs and early performance
· End-of-month review meeting
· Set 60-day success goals

📌 Month 2 (Days 31–60) – Advancement & Development
Work Responsibilities
· Handle regular workload with minimal supervision
· Take on moderate-level projects
· Demonstrate understanding of role expectations
· Continue cross-team collaboration
Training & Check-Ins
· Ongoing training to close skill gaps
· Bi-weekly 1:1s with supervisor
· Review performance metrics & expectations
· Adjust workload or goals if needed
Engagement
· Participate in culture activities, team building, and events
· Provide feedback on onboarding experience so far

📌 Month 3 (Days 61–90) – Mastery & Evaluation
Performance
· Independently manage full job responsibilities
· Lead larger tasks or mini-projects
· Demonstrate strong alignment with company values and workflows
Meetings
· Mid-month check-in with supervisor
· Gather peer and manager feedback
Final 90-Day Review
· Formal performance evaluation
· Review KPIs and overall performance
· Determine fit and ongoing employment confirmation
· Set long-term goals and development plan
· Transition into regular performance cycle

📌 HR Compliance Checklist (Throughout 90 Days)
· Payroll & HRIS fully active
· Benefits enrollment completed
· Health & safety training logged
· WHMIS / First Aid (if required)
· Equipment inventory updated
· File documentation completed
· Probationary date tracked
· Certificates / training up to date

