[Company Logo]   [Company Name]
FIRST WEEK CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Week Starting:
	[Date of Joining]

	Reporting Manager:
	[Reporting Manager]



Day 1 – Settle In
  Joining formalities completed
  Laptop, email and HRMS working
  Welcome meeting with manager
  Lunch with the team
Day 2 – People and Processes
  Meetings with key colleagues in own and partner teams
  Department process overview
  Read the role description and team goals
Day 3 – Tools and Training
  Training on main tools and software for the role
  Code of conduct and POSH session attended
  Information security training completed
  Access to shared folders and reports confirmed
Day 4 – First Task
  First small task assigned: [Task Description]
  Shadowing session with buddy or senior colleague
  Questions list shared with manager
Day 5 – Review
  First task reviewed with manager
  Week-one feedback given by employee
  30-day goals agreed
  Next week’s plan shared
Week One Summary
	What went well
	 

	What was difficult
	 

	Support needed
	 

	Agreed 30-day goals
	 




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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