SOP Template: New Employee Onboarding Procedures

This SOP details the new employee onboarding procedures, covering the introduction to company policies, role-
specific training, safety orientations, documentation and compliance requirements, access to necessary tools and
resources, and integration into the company culture. The goal is to ensure a smooth and efficient transition for new hires,
promoting employee engagement, productivity, and retention from the start.

1. Purpose

To provide a standardized process for onboarding new employees, ensuring compliance, effective integration, and a
positive onboarding experience.

2. Scope

This procedure applies to all new hires, including full-time, part-time, and temporary employees.

3. Responsibilities

Role Responsibility

HR Department Coordinate onboarding, documentation, orientation, and compliance.

Hiring Manager Introduce new hire to team, provide role-specific training, assign buddy/mentor.
IT Department Set up accounts, access, and necessary equipment.
New Employee Complete required paperwork and training modules, participate actively in onboarding.

4. Procedure

1. Pre-Arrival Preparation
o Send official offer letter and collect signed acceptance.
o Collect necessary personal documents (ID, right to work, emergency contact).
o [T to provision equipment and system access (email, software, badge).
o Assign onboarding buddy or mentor.
2. Day 1 Orientation
o Welcome and introduction by HR and manager.
o Office tour and team introductions.
o Review company policies, handbook, and code of conduct.
o Overview of company structure, mission, vision, and values.
3. Documentation and Compliance
o Complete all required paperwork and forms (tax, payroll, benefits).
o Review and acknowledge compliance and safety policies.
4. Role-Specific Training
o Manager provides overview of job responsibilities and expectations.
o Complete position-specific training modules and shadowing, if applicable.
5. Safety Orientation
o Review workplace safety procedures and emergency protocols.
o Participate in mandatory safety training sessions.
6. Integration and Engagement
o Assign initial projects with clear deliverables and timelines.
o Schedule regular check-ins with manager and buddy.
o Encourage involvement in company events and social activities.
7. Ongoing Support and Evaluation
o Monitor progress using a 30/60/90 day review template.
o Gather feedback from the new employee and involve in process improvement.

5. Documentation

Signed offer letter and onboarding checklist
Completed tax and payroll forms (e.g., W-4, I-9)
Employee handbook acknowledgment

Training completion certificates



e Equipment and system access records

6. References

Employee Handbook
Company's Compliance Policy
Health and Safety Manual

IT Acceptable Use Policy

7. Revision History

Date Version Description Author

2024-06-12 1.0 Initial draft HR Department
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