
 
 

                                                                ONBOARDING: FIRST WEEK 
 

 

 
 

The first week is crucial to getting your new hire acclimated, engaged, and familiar with their resources 
for success. Tightly scheduling a new hire’s entire first week or two has a couple of benefits. First, they’ll 
never be left wondering what to do next. Second, and perhaps, most importantly, it gives the right 
impression: “Trust us. We know what we are doing.” As new hires get assignments and start ramping up, 
you can make their schedule less rigid and allow them to work at their own pace. 
 

FIRST WEEK CHECK 

*Training Schedule 
Template 

Use this simple tool or create your own to plan out your new hire’s first week 
or two on the job. 

Assign Trainer or 
Mentor 

Provide a trainer or mentor who works in the same department as your new 
hire. That way, your new hire has a point person for any of their questions, and 
the mentor gets an opportunity to demonstrate leadership. 

Schedule Regular 
Team Meetings and 
Supervisor Check In’s 

Sometime during the first week, help your new hire add all regular team and 
company meetings to their calendar, including weekly Supervisor Check In’s 
for at least the first 30-60 days of employment. 

*Supervisor Check In: 
The First 30 Days 

Supervisors should check in with their new hires as often as possible, but at 
least weekly during the first 30 days. Weekly one-on-ones can help establish 
the relationship and ensure the new hire is getting the tools and training they 
need to be successful.  

Team Lunch 

If you can’t do this on the first day, schedule either a team lunch and or cross-
departmental gathering during the first week to introduce your new hire to 
those they will be interacting with the most. During that gathering, let each 
person introduce themselves, discuss what they do and how their role 
interacts with the new hire’s role and or team. 

*Equipment 
Deduction Form 

If you issue company owned equipment, tools, uniforms, technology or other 
items, use this form to authorize deductions and reimbursements in 
accordance with State and Federal law. 

*Highlighted items are Helpside tools that can be found here: https://www.helpside.com/hr-onboarding-library/ 
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