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ONBOARDING & PROBATION
New Starter Induction Plan
Onboarding & Probation  |  White Cube Consulting

Complete the employee details below and personalise the meeting schedule for the individual's role and team. Share this plan with the new starter before their first day. Update as meetings are completed and retain a copy on the employee's personnel file.
 
	EMPLOYEE NAME 
	

	JOB TITLE 
	

	DEPARTMENT 
	

	START DATE 
	

	LINE MANAGER 
	

	BUDDY / MENTOR 
	


▪ Purpose of This Plan
This plan sets out the key introductions, meetings and activities that will help you to settle in, understand how we work and start contributing effectively. Your line manager will guide you through this plan during your first weeks with us.
This is your plan - please raise any questions, flag anything you would like to cover and let your line manager know if there is anything you need that is not included here.
▪ Week One - Introductory Meetings
	MEETING WITH
	PURPOSE
	WHEN
	DONE

	Line Manager
	Welcome, first week overview, role expectations and immediate priorities
	Day One
	☐

	HR / People Team
	HR administration, policies, benefits and key processes
	Day One or Two
	☐

	Buddy / Mentor
	Introduction, offer of support and informal orientation
	Day One or Two
	☐

	Direct Team Members
	Team introductions and understanding how the team works
	Week One
	☐

	[Key Stakeholder 1]
	[Insert purpose of meeting]
	Week One
	□

	[Key Stakeholder 2]
	[Insert purpose of meeting]
	Week One
	□


▪ Weeks Two and Three - Role and Organisation
	MEETING WITH
	PURPOSE
	WHEN
	DONE

	Line Manager
	Role deep dive - objectives, priorities, key relationships and success measures
	Week Two
	☐

	[Function Head]
	Understanding the function's goals and how this role contributes
	Week Two
	☐

	[Key Internal Partner]
	Understanding how teams work together and key dependencies
	Week Two
	☐

	[Key Internal Partner]
	[Insert purpose of meeting]
	Week Three
	☐

	[Key External Contact]
	[Insert purpose - client, supplier or other key relationship]
	Week Three
	☐


▪ Month One - Broader Orientation
	MEETING WITH
	PURPOSE
	WHEN
	DONE

	Senior Leader / Director
	Organisational strategy, direction and where this role fits
	Month One
	☐

	[Other Team / Function]
	Cross-functional understanding and collaboration
	Month One
	☐

	Line Manager
	One-month review - progress, feedback, priorities and development
	End of Month One
	☐


▪ Key Topics to Cover During Induction
▪ Organisation and Role
	TOPIC
	DONE
	NOTES / DATE

	Organisation history, structure and strategic priorities
	☐
	 

	Team structure and how the team works
	☐
	 

	Role objectives, success measures and performance expectations
	☐
	 

	Key internal relationships and stakeholders
	☐
	 

	Key external relationships (clients, suppliers, partners)
	☐
	 





▪ Culture and Ways of Working
	TOPIC
	DONE
	NOTES / DATE

	Company values and culture
	☐
	 

	Ways of working, communication norms and meeting culture
	☐
	 

	Feedback and performance conversation approach
	☐
	 


▪ Systems, Processes and Policies
	TOPIC
	DONE
	NOTES / DATE

	IT systems, tools and key platforms
	☐
	 

	Key processes relevant to this role
	☐
	 

	Absence and holiday notification process
	☐
	 

	Expense and purchase processes
	☐
	 

	Key HR policies (conduct, confidentiality, flexible working)
	☐
	 


▪ Health, Safety and Wellbeing
	TOPIC
	DONE
	NOTES / DATE

	Health and safety induction completed and signed
	☐
	

	Emergency procedures and first aid arrangements
	☐
	

	Wellbeing support and employee assistance programme
	☐
	


▪ 30 / 60 / 90 Day Objectives
Use this section to agree specific, achievable objectives for the first three months. These create clear expectations for both the new starter and the manager, and provide the basis for probation review conversations.
	TIMELINE
	OBJECTIVE

	30 Days
	What should the new starter have understood, completed or achieved by the end of month one?

	60 Days
	What should they be capable of doing independently by the end of month two?

	90 Days
	What does "fully operational in role" look like by the end of the probation period?


▪ Employee Reflections
What's going well?

What's still unclear?

What additional support would help?

▪ Key Reading List
The following documents are recommended reading for all new starters. Where possible, provide links or attach documents rather than relying on the new starter to locate them independently.
	DOCUMENT
	LOCATION / LINK
	READ

	Employee Handbook
	 
	☐

	Organisational Strategy / Business Plan
	 
	☐

	Values Framework
	 
	☐

	Code of Conduct
	 
	☐

	Key Policies (Absence, Flexible Working, Conduct)
	 
	☐

	Relevant Standard Operating Procedures or Role-Specific Guidance
	 
	☐

	[Add further documents relevant to this role]
	 
	☐


▪ Stakeholder Map
For management, professional and client-facing roles, complete this stakeholder map to help the new starter understand their key relationships from the outset. Identify the most important internal and external contacts and why they matter.
	STAKEHOLDER 
NAME / TEAM
	WHY IMPORTANT - 
NATURE OF RELATIONSHIP
	FIRST MEETING SCHEDULED?

	 
	 
	☐ Yes   ☐ Pending

	 
	 
	☐ Yes   ☐ Pending

	 
	 
	☐ Yes   ☐ Pending


▪ Review Milestones
	REVIEW POINT
	FOCUS
	DATE SCHEDULED

	One Week
	Initial settling in, any early concerns or practical issues
	 

	One Month
	Role clarity, relationships, early contribution and support needs
	 

	Three Months
	Formal probation review outcome and future development plan
	 

	Six Months
	Progress review, development update, longer-term goals
	 



	LINE MANAGER NAME 
	

	SIGNATURE
	

	DATE 
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