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ONBOARDING & PROBATION
Manager Induction Programme Plan
Onboarding & Probation  |  White Cube Consulting

	NEW MANAGER
	[Full Name]

	ROLE / TEAM
	[Job Title / Team]

	START DATE
	[Date]

	REPORTS TO
	[Name]

	HR CONTACT
	[Name]

	PROBATION REVIEW
	[Date]



This template structures the induction of a new or newly promoted manager over their first three months. Personalise the activities for the role and team, assign owners, and use the sign-off section to confirm completion. It complements the New Starter Onboarding Checklist and the New Manager Checklist (First 90 Days).
SECTION 01
Before Day One

	ACTIVITY
	OWNER
	DONE

	Confirm start date, first-day logistics and welcome message
	HR / Manager
	☐
	Set up IT accounts, systems access, equipment and building access
	IT / HR
	☐
	Prepare team information: structure, roles, current priorities and issues
	Reports To
	☐
	Schedule first-week meetings and key introductions
	Manager
	☐
	Gather key documents: policies, budgets, plans and delegated authorities
	HR / Reports To
	☐




SECTION 02
Week One - Orientation

	ACTIVITY
	OWNER
	DONE

	Welcome meeting and overview of the organisation, strategy and values
	Reports To
	☐
	Health and safety induction and manager responsibilities
	H&S / HR
	☐
	Introductions to the team, key stakeholders and peers
	Manager
	☐
	Overview of the team: people, roles, performance and current priorities
	Reports To
	☐
	Systems and tools relevant to the role (HR, finance, reporting)
	IT / HR
	☐
	Review of key policies: people management, conduct, absence and performance
	HR
	☐
	Meet key customers (where relevant)
	Manager
	☐
	Review current risks and issues
	Manager / HR
	☐


SECTION 03
First Month - Building Foundations

	ACTIVITY
	OWNER
	DONE

	Hold first one-to-ones with each team member
	New Manager
	☐
	Understand delegated authorities, budgets and financial responsibilities
	Reports To / Finance
	☐
	Learn people-management processes: appraisals, absence, recruitment, ER
	HR
	☐
	Complete any mandatory manager training
	HR
	☐
	Meet key internal and external stakeholders
	New Manager
	☐
	Agree initial priorities and early wins with line manager
	Reports To
	☐




SECTION 04
Months Two and Three - Embedding

	ACTIVITY
	OWNER
	DONE

	Establish regular team meetings and one-to-one rhythm
	New Manager
	☐
	Set team and individual objectives aligned to organisational goals
	New Manager
	☐
	Develop understanding of performance, capability and conduct processes
	HR
	☐
	Complete leadership development or coaching as agreed
	HR / Reports To
	☐
	Mid-point check-in on progress against objectives
	Reports To
	☐
	Conduct first development conversation with each team member
	Manager
	☐


SECTION 05
Objectives and Probation Review

Record the manager's key objectives for the induction period and confirm progress at the probation review.
	OBJECTIVE
	SUCCESS MEASURE
	REVIEW DATE

	[Objective 1]
	[How success will be measured]
	[Date]

	[Objective 2]
	[ ]
	[Date]

	[Objective 3]
	[ ]
	[Date]



SECTION 06
Sign-Off

	INDUCTION COMPLETED - MANAGER
	[Signature]  Date: [Date]

	CONFIRMED BY LINE MANAGER
	[Signature]  Date: [Date]

	HR CONFIRMATION
	[Signature]  Date: [Date]
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