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Purpose

The purpose of this procedure is to define the standard steps for New Employee Onboarding
and to assign clear responsibility for their execution.

Procedure

1. Notify IT to provision accounts and hardware 48 hours before the start date.
2. Prepare the onboarding workspace, access badges, and welcome kit.
3. Conduct the orientation session covering company policies and culture.
4. Assign a buddy and schedule the first-week training plan.
5. Complete the 30-day check-in review and gather feedback.

RESPONSIBILITIES

The Human Resources team owns this procedure. IT provisions accounts, Facilities prepares the
workspace, and each department manager is responsible for the new hire's 30-day check-in.
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