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PRIVATE AND CONFIDENTIAL

New Starter Welcome Letter
Onboarding & Probation  |  White Cube Consulting
	
Prepared by
	
White Cube Consulting Ltd

	Timing
	Send 3-5 working days before the new starter's first day

	Sent by
	Line Manager or HR

	Applies to
	All new employees

	
	


Manager Guidance
Personalise this template for each individual - the more personal and specific it feels, the better the first impression. Review all placeholder text in square brackets and adapt to your organisation's specific arrangements, culture and tone. A good welcome letter reduces first-day anxiety, demonstrates genuine preparation and sets the tone for a positive onboarding experience from the outset.

	To
	[New Starter]

	From
	[Line Manager / HR Name and Email]

	CC
	[HR / Buddy Name if applicable]

	Subject
	Welcome to [Organisation Name] - we're looking forward to having you join us!



Dear [First Name],
I wanted to reach out ahead of your first day to say a very warm welcome to [Organisation Name]. We are genuinely delighted that you will be joining us as our new [Job Title], and the whole team is looking forward to having you on board. I wanted to share a few practical details so you know exactly what to expect on your first day and during your first week.
▪ Why We Exist - Our Purpose and Values
We thought it would be helpful to share a little about who we are and what drives us before you arrive.
Our purpose is to: [Insert organisational purpose statement - e.g. "to help organisations find, develop and retain outstanding people"]
Our values are: [Insert values - e.g. "Integrity, Collaboration, Excellence and Care"]
You'll see these values in action from your very first day. We take them seriously - and we know you will too.


▪ Your First Day - Practical Information
	Start date
	[Date] - [Day of the week]

	Arrival time
	[e.g. 9:00am - please arrive a few minutes early if you can]

	Where to go
	[Full address of the office / building / reception]

	Who to ask for
	[Name] will be at reception to meet you

	Parking
	[e.g. Free parking available in the car park on [Street]]

	Public transport
	[e.g. We are a 5-minute walk from [Station / Bus Stop]]

	What to wear
	[e.g. Smart casual / Business professional / No dress code - wear whatever is comfortable]


▪ What to Bring on Your First Day
-  Original identity documents for your right to work check - [Specify which documents, e.g. passport, or birth certificate and NI card]
-  Your bank account details for payroll
-  Your P45 from your previous employer (or we will send you a Starter Checklist to complete)
-  [Any other role-specific requirements, e.g. professional certificates, driving licence]
▪ Your First Week - What to Expect
	DAY
	FOCUS

	Day 1
	Welcome meeting, HR admin, office tour, IT setup, meet the team

	Day 2
	Overview of your role, team structure and key contacts

	Days 3 - 4
	System and process training, one-to-ones with key colleagues

	Day 5
	Review of first week, questions and discussion with your line manager


▪ Your Team
You'll be joining the [Team Name] team, which currently has [number] people. You'll be working closely with:
-  [Name] - [Job Title] - [Brief description of how they connect to the new starter's role]
-  [Name] - [Job Title] - [Brief description]
-  [Name] - [Job Title] - [Brief description]
[Add further team members as relevant. Keep descriptions brief and warm - the goal is to help the new starter feel connected before they arrive.]
▪ Connect With Us Before You Arrive (Optional)
If you'd like to get to know some of your colleagues before your first day, please feel free to connect with your manager and team members on LinkedIn. It's a completely optional first step, but many new starters find it a nice way to put faces to names before they arrive.
You can also follow our company LinkedIn page for company news, updates and insights.
[Include LinkedIn profile links for the line manager and key team members, or direct the new starter to the company LinkedIn page.]
▪ Your Buddy
We have arranged for [Buddy Name] to be your buddy for your first few weeks. [Buddy Name] is a great person to ask any questions - big or small - and will help you find your feet. They will be in touch with you separately before you start.
[Remove this section if no buddy programme is in place.]
▪ IT and Systems
-  Your IT equipment will be ready and set up for you on day one
-  [e.g. You will be provided with a laptop / desktop / phone]
-  [e.g. Your email account and login details will be set up - details will be provided on day one]
-  [e.g. You will need to complete our IT induction / information security training in your first week]
-  [e.g. Our main systems include [list key systems] - training will be arranged]
▪ Key Policies and Documents
Before your first day, you may find it helpful to read through the following:
-  [e.g. Our Employee Handbook - attached / available at [link]]
-  [e.g. Our Code of Conduct - attached / available at [link]]
-  [e.g. Benefits information - attached / available at [link]]

Don't worry if you don't remember everything during your first week - that is completely normal and expected. There will be plenty of support available and no one expects you to have it all figured out straight away. Your job in the first few weeks is simply to ask questions, meet people and start to get your bearings. Everything else can wait.
▪ Contacts Before You Start
	For HR / admin queries
	[HR Name]  |  [Email]  |  [Phone]

	For role / team queries
	[Line Manager Name]  |  [Email]  |  [Phone]


We are really looking forward to welcoming you to the team. Please do get in touch if there is anything we can do to help you prepare for your first day.
Warm regards,
[Line Manager / HR Name]
[Job Title]
[Organisation Name]
[Email]
[Phone]
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
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