30-60-90 day onboarding plan

Plan a new hire's first three months. Fill in one copy for each new person and share
it with the manager and buddy.

New hire Start date

Manager Buddy

Before day one

(] Welcome message from the manager, with what the first week looks like
(O Equipment, accounts, and access ready

(] Buddy chosen and briefed

() First-week timetable shared

The plan
New hire will Manager will Buddy will

Days 1to 30
Learn the job
and the people

Days 31to 60
Contribute with
support

Days 61to 90
Work
independently

Goals for the first 90 days

H# Goal How we will know
1
2
3
Check-ins
Day 30: date and notes Day 60: date and notes Day 90: date and notes

At day 90, ask: "What do you wish you had known in your first week?" Use the answer to improve this plan for the next
person.
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