First week orientation checklist
Employee ____________________   Role ____________________
Manager ____________________   Start date ____________________
Before arrival
	Task
	Owner
	Done / date

	Confirm start time, location and contact
	
	

	Prepare equipment and account access
	
	

	Share the first-day agenda
	
	


First day
	Task
	Owner
	Done / date

	Introduce the team and key contacts
	
	

	Explain workplace routines and safety route
	
	

	Review the role and immediate priorities
	
	


During week one
	Task
	Owner
	Done / date

	Walk through core tasks with a colleague
	
	

	Confirm training and support needs
	
	

	Hold a first-week check-in
	
	


Questions or follow-up __________________________________________________
________________________________________________________________________




