[Company Logo]   [Company Name]
NEW JOINER BUDDY CHECKLIST
	Buddy Name:
	[Buddy Name]

	New Joiner:
	[Employee Name]

	Department:
	[Department]

	Date of Joining:
	[Date of Joining]

	Buddy Period:
	[Date] to [Date]



Your Role as a Buddy
1. Be a friendly first point of contact for everyday questions
1. Share how things really work: tools, meetings, norms
1. Do not evaluate the new joiner or report on performance
1. Refer HR, pay or policy questions to HR, and any complaint of harassment to HR or the Internal Committee
Before Joining
  Send a short welcome message (with HR’s permission)
  Check the joiner’s first-day schedule
Day One
  Meet the joiner after HR formalities
  Office tour: pantry, washrooms, exits, meeting rooms
  Lunch together
  Add the joiner to informal team groups
Weeks 1–4
  Daily check-in in week one
  Explain team jargon and abbreviations
  Introduce two or three useful people outside the team
  Weekly coffee or call in weeks two to four
Weeks 5–8
  Fortnightly check-in
  Ask what would have helped earlier
  Close the buddy period with a conversation
Buddy Feedback to HR
	How has the joiner settled in?
	 

	Any support the joiner still needs?
	 

	Suggestions to improve the buddy programme
	 




	______________________________
Buddy
[Buddy Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
