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New Hire Onboarding Plan

Use this template to plan a structured first 30/60/90 days for a new employee.

Template Metadata
Field Details
Category HR & People Ops
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly [ Annual / Event-based]
Status [Draft [ In Review [ Approved]

Role Context

Summarize the role, team, manager, location, start date, and success outcomes.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

file:///var/folders/4v/t4gyc96s7zb8t514_r57qgr40000gn/T/tmpedrldhml/template.html 1/4



5/5/26,2:41 PM New Hire Onboarding Plan

Preboarding Checklist

List tasks before day one, including paperwork, equipment, system access, and welcome

communications.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

First Day Agenda

Provide a schedule with orientation, introductions, compliance, and setup tasks.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[ltem or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

First Week Plan

Document training, shadowing, stakeholder meetings, and early deliverables.
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Status

[Open /
Complete]

[Open/
Complete]

Status

[Open /
Complete]

[Open/
Complete]
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

New Hire Onboarding Plan

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

30/60/90 Day Goals

Define measurable outcomes for each milestone.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Systems and Access

List tools, permissions, owners, and due dates.

Item

[Item or
requirement]

[Item or
requirement]
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Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]
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Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Check-ins and Feedback

Define manager, buddy, HR, and probation review cadence.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name Date Notes

Preparer [Name] [Date] [Notes]
Reviewer [Name] [Date] [Notes]
Approver [Name] [Date] [Notes]
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