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LEADERSHIP & MANAGEMENT
New Manager Checklist 
First 90 Days
A practical guide to making a strong start in a new management role

The first 90 days in a new management role set the tone for your leadership, your relationships and your effectiveness. This checklist is designed to help you navigate that period with clarity and confidence - whether you are a new manager stepping up for the first time, or an experienced leader joining a new organisation or team.

Common New Manager Mistakes - Avoid These
✗  Making major changes too quickly - you cannot fix what you do not yet understand. Earn the right to change things by listening first
✗  Trying to prove yourself by having all the answers - great managers ask great questions; they do not need to be the smartest person in the room
✗  Avoiding difficult conversations - unaddressed issues grow. A conversation you delay for a week becomes a problem you manage for months
✗  Taking over work rather than developing people - your job is to build others’ capability, not to demonstrate your own. Doing the work for people creates dependency, not growth
✗  Promising changes before understanding the context - commitments made in the first weeks that cannot be delivered will damage trust quickly and durably
✗  Treating all team members the same - fairness means meeting people’s different needs, not applying an identical approach to everyone regardless of experience, confidence or context
✗  Neglecting your own wellbeing and boundaries - the transition into management is demanding. Sustainable leadership requires looking after yourself as well as your team


	Days 1-30
	Listen, Learn and Build Relationships


▪ Getting Oriented
☐  Meet with your own manager to understand their expectations, priorities and measures of success for your role
☐  Clarify your authority, decision-making boundaries and any areas requiring sign-off
☐  Review your team's structure, reporting lines and any current vacancies or resourcing issues
☐  Familiarise yourself with key policies, processes and HR procedures relevant to your role
☐  Review any existing team objectives, KPIs, project plans or performance data
☐  Understand the budget you are responsible for and any current financial commitments
☐  Identify key stakeholders - internal and external - and plan how you will introduce yourself
▪ Meeting Your Team
☐  Schedule one-to-one meetings with every direct report within the first two weeks
☐  In each one-to-one: listen more than you talk; ask about their role, challenges, strengths and what they need from you
☐  Ask each team member: "What is working well? What would you change? What do you need more of from your manager?"
☐  Hold an early team meeting to introduce yourself - share a little about your background and your leadership style
☐  Avoid making significant decisions or changes before you have listened and learned
☐  Identify any immediate performance, conduct or welfare concerns that require prompt attention
☐  Note any team dynamics - where relationships are strong, where there may be tensions
▪ HR and People Essentials
☐  Access and review each team member's HR record, job description and any live performance or development plans
☐  Check when appraisals are due and whether any are overdue
☐  Identify any employees currently on probation, a performance improvement plan or on leave
☐  Understand the team's current absence record and any ongoing case management
☐  Familiarise yourself with the organisation's absence reporting, disciplinary and grievance procedures
☐  Confirm your team's holiday entitlements and any approved leave commitments already in place
▪ Stakeholder Engagement
☐ Identify key influencers and informal networks that affect how work gets done within the organisation.
☐  Introduce yourself to key internal stakeholders - peers, senior leaders, support functions
☐  Meet key external stakeholders or clients where relevant
☐  Understand the expectations others have of your team and any current relationship dynamics



	Days 31-60
	Begin to Diagnose and Prioritise


▪ Understanding Performance and Priorities
☐  Review team performance data in more depth - what is working, what is not, and why
☐  Identify the top 2-3 priorities for the team in the next 3-6 months
☐  Assess the capability and capacity of each team member honestly
☐  Identify any quick wins that will build credibility and momentum
☐  Hold a team session to share your initial observations and emerging priorities - invite input
☐  Begin to form a view on team strengths, development needs and any gaps in capability or culture
▪ Establishing Your Ways of Working
☐  Establish a regular pattern of one-to-one meetings with each direct report (recommend fortnightly minimum)
☐  Set up a regular team meeting with a clear agenda format and purpose
☐  Agree how you want to communicate as a team - update rhythms, escalation routes, preferred channels
☐  Clarify expectations around standards, working practices and behaviours
☐  Begin giving regular, specific feedback - positive and developmental
☐  Follow up on any commitments made in your first one-to-ones
▪ People and Development
☐  Complete or review Individual Development Plans for each team member
☐  Schedule or begin any appraisal conversations that are overdue
☐  Identify any training, coaching or development support required
☐  Address any performance concerns early - do not let issues drift
☐  Consult HR about any case management matters you have inherited
☐  Consider whether any team roles need to be reviewed or clarified
☐  Assess the current team culture, values and behavioural norms - what does it feel like to be in this team, and what does the team hold as important?
☐  Identify behaviours and dynamics that are helping or hindering team performance - be honest about what you are observing, not just what you hoped to find
▪ Your Own Development
☐  Identify any skills or knowledge gaps in your own capability as a manager
☐  Seek out a mentor or coach if appropriate
☐  Ensure you have access to management development support through your organisation or externally
☐  Schedule regular one-to-ones with your own manager for support and feedback
☐  Review your own workload, wellbeing and effectiveness - avoid becoming overwhelmed by the transition into management. Ask yourself honestly: am I energised or depleted? Am I leading or just surviving?



	Days 61-90
	Deliver, Build and Look Ahead


▪ Delivering Results
☐  Ensure the team is clear on its priorities and each individual understands their contribution
☐  Remove blockers - tackle anything that is preventing the team from performing at its best
☐  Track progress against objectives and provide regular updates to your own manager
☐  Recognise and celebrate early wins - individually and collectively
☐  Begin to delegate more actively where team members have the capability to take on more
▪ Building Culture and Engagement
☐  Ensure one-to-ones are happening consistently and are meaningful - not just status updates
☐  Make sure every team member feels heard, valued and clear on expectations
☐  Address any team dynamics or interpersonal issues that have been identified
☐  Create opportunities for collaboration and cross-team working
☐  Seek feedback on your own management style - be open and willing to adapt
☐  Ask key stakeholders for feedback on how the team is performing and how the relationship could be strengthened - the perspective of those who rely on your team is often different from your own and highly valuable
☐ Encourage an environment where team members feel safe to ask questions, challenge ideas respectfully and admit mistakes without fear of blame.
▪ Planning Ahead
☐  Present your 90-day reflections and forward plan to your own manager
☐  Set clear team objectives for the next quarter with measurable outcomes
☐  Agree a resourcing and development plan for the team for the next 6 months
☐  Identify individuals with potential for increased responsibility, development opportunities or future leadership roles.
☐  Identify any HR or organisational challenges that need to be escalated or addressed
☐  Consider whether any structural, process or role changes are needed for the team to perform at its best
▪ Ongoing Commitments - Beyond Day 90
☐  Hold regular, structured one-to-ones with all direct reports
☐  Give and actively seek regular, honest feedback
☐  Conduct meaningful performance appraisals on time
☐  Keep Individual Development Plans live and regularly reviewed
☐  Stay close to team wellbeing - notice early signs of stress, disengagement or difficulty
☐  Continue to invest in your own development as a manager and leader

For management development support - including coaching, DiSC profiling, team away days and bespoke management development programmes - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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