Subject: Welcome to [Company Name], [First Name]! 🌟
Hi [First Name],
Welcome to [Company Name] – we’re excited to have you joining us as our new [Job Title]!
Your first day is on [Day of Week, Month Day, Year] and I wanted to share all the details you’ll need to feel prepared and confident.
[bookmark: _63saphvfqm1d]When & Where to Arrive
Start Date: [Day, Month Day, Year]
Start Time: [Start Time]
Location: [Office Address / “Remote – via Teams/Zoom”]
Who to Ask For: [Manager Name] or check in with [Reception/HR Contact] at the front desk.
If you’re driving, parking is available at:
· Parking: [Parking details, passes, costs, etc.]
If you’re taking transit:
· Transit info: [Nearest station/bus stop, any tips].
For remote employees:
· You’ll receive a calendar invite with a video link for your Day 1 welcome meeting.
· Please ensure you’re in a quiet space with a stable internet connection.
[bookmark: _a3cdko721pei]Dress Code
Our dress code is: [Business casual / Casual / Safety gear required, etc.]
If you’re unsure, a safe guideline is neat and professional, but comfortable.
If safety gear is required (e.g., on-site/warehouse):
· Please bring: [Closed-toe shoes, steel-toe boots, etc.]
· We will provide: [Hi-vis vest, hard hat, etc.]
[bookmark: _pnsmzqlcm5ll]What to Bring on Your First Day
Please bring the following for HR and payroll:
· Valid government-issued ID
· Your Social Insurance Number (SIN)
· Void cheque or direct deposit form for payroll
· Any completed forms we’ve already sent you (e.g., tax forms, emergency contact form)
· [Any licenses/certifications needed for the role, if applicable]
[bookmark: _89i1hx6xi6ab]Technology & Workstation
On Day 1, we will:
· Set you up with your email, logins, and tools (e.g., Teams/Slack, HRIS, project systems)
· Provide your equipment: [Laptop, monitor, headset, phone, access card, etc.]
· Show you how to access shared drives and internal resources
If you’re remote and equipment is being shipped:
· Your equipment is scheduled to arrive by [Date] at [Address].
· Please unbox it before your start time, but wait for IT support before doing any major setup if requested.
[bookmark: _xl5h3atxg9a9]Your First Day Schedule (Sample)
Here’s a rough outline of what your first day will look like:
· 9:00 – 9:30 AM: Welcome & introductions with [HR/Manager]
· 9:30 – 10:30 AM: HR & paperwork (policies, payroll, benefits overview)
· 10:30 – 11:30 AM: Workstation/tech setup and tools orientation
· 11:30 – 12:00 PM: Meet the team / office tour
· 12:00 – 1:00 PM: Lunch (you’re welcome to bring your own or visit nearby options)
· 1:00 – 3:00 PM: Role overview, expectations, and initial training
· 3:00 – 4:00 PM: Q&A and wrap-up with your manager
[bookmark: _p8wjoyf1i4aq]Breaks, Lunch & Food Options
· Standard work hours: [e.g., 9:00 AM – 5:00 PM]
· Breaks: [e.g., one 30-minute unpaid lunch + two 15-minute paid breaks]
· Kitchen amenities: [Fridge, microwave, coffee/tea, snacks, etc.]
· Nearby options: [List a few popular spots or note “several cafes and restaurants within walking distance.”]
For remote team members, we still encourage you to take your regular breaks and a proper lunch to recharge.
[bookmark: _mkczk12kurqi]Payroll & Benefits
· Pay schedule: [e.g., Bi-weekly on Fridays]
· First pay date: [Date]
· Benefits eligibility: [e.g., After 3 months of employment / First of the month following 3 months]
We’ll review benefits, vacation, and other entitlements in more detail during your onboarding.
[bookmark: _mdlvbqgbguek]Your Team & Support
Your direct manager will be [Manager Name, Title]
You’ll also be paired with a buddy/mentor, [Buddy Name], who can help you with day-to-day questions as you settle in.
If you have any questions before your start date, feel free to reach out to me directly at [HR Email] or [Phone Number].
We’re really looking forward to having you on the team, [First Name].
Welcome to [Company Name] – we’re excited to start this next chapter with you!
Warmly,
[Your Name]
[Your Title]
[Company Name]
[Phone] | [Email]

