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1. Purpose and Scope
This policy establishes the framework for onboarding new employees at Contoso Corporation. It applies to all full-time, part-time, and contract employees joining any department across all office locations and remote positions.
The objective of this policy is to ensure a consistent, structured, and welcoming experience that enables new hires to become productive members of the team as quickly as possible while meeting all legal, compliance, and operational requirements.

2. Policy Statement
Contoso Corporation is committed to providing every new employee with a structured, informative, and engaging onboarding experience. The organisation recognises that effective onboarding is essential to employee retention, engagement, and long-term performance. All hiring managers and HR Business Partners share responsibility for delivering a high-quality onboarding experience.

3. Roles and Responsibilities
3.1 Human Resources Department
1. Develop, maintain, and continuously improve the onboarding framework and associated materials
1. Coordinate pre-boarding communications, offer letters, and background verification
1. Administer system access requests and IT provisioning workflows
1. Conduct HR induction sessions covering benefits, payroll, and policies
1. Track onboarding completion milestones for compliance and reporting

3.2 Hiring Manager
1. Assign a designated buddy or onboarding mentor prior to the employee's start date
1. Prepare a structured 30-60-90 day plan tailored to the role
1. Schedule introductory meetings with key team members and stakeholders
1. Conduct regular check-ins during the probationary period
1. Complete all required approvals for access provisioning within 48 hours of the start date

3.3 IT Department
1. Provision hardware, software licences, and accounts within two business days of receiving an approved request
1. Provide a device setup guide and security awareness briefing on Day 1
1. Maintain a hardware asset register and update it upon each provisioning event

3.4 New Employee
1. Complete all mandatory pre-boarding and compliance documentation before the start date
1. Attend all scheduled onboarding sessions during the first two weeks
1. Complete assigned e-learning modules within the timeframes specified
1. Proactively raise any concerns or questions with their manager or HR contact

4. Onboarding Phases
Phase 1 — Pre-boarding (Prior to Day 1)
Pre-boarding activities begin as soon as the offer is accepted. HR will issue a welcome email containing:
1. Employment contract and policy acceptance documents
1. IT access request form and device preference options
1. Benefits enrolment information and deadlines
1. First-day logistics including reporting location, dress code, and parking
1. Access credentials for the employee self-service portal

Phase 2 — Week 1 Induction
The first week focuses on orientation, compliance training, and building initial relationships. Key activities include:
1. HR induction covering company history, values, and strategic priorities
1. Completion of mandatory compliance training (Code of Conduct, Data Protection, Information Security)
1. IT security briefing and acceptable use policy acknowledgement
1. Introduction to core systems and tools
1. Meeting with the line manager to review the 30-60-90 day plan

Phase 3 — Days 8–30
1. Deep-dive training on role-specific tools, systems, and processes
1. Shadowing sessions with experienced team members
1. Completion of remaining mandatory e-learning modules
1. First formal check-in with manager at the end of week 2

Phase 4 — Days 31–90
1. Increasing autonomy with continued manager support
1. Participation in team projects and deliverables
1. Mid-probation review meeting with manager and HR
1. Identification of development goals and training requirements
1. Completion of 90-day self-assessment survey

5. Probationary Period
All new employees are subject to a probationary period of three months (or as specified in the employment contract). During this time:
1. Managers must conduct formal check-ins at the end of weeks 2, 4, and 8
1. Any performance or conduct concerns must be documented and communicated to HR immediately
1. The probationary period may be extended by up to an additional three months with HR approval
1. Confirmation of employment will be issued in writing upon successful completion

6. Mandatory Training and Compliance
The following training modules must be completed within the timeframes stated below. Non-completion will be escalated to the employee's manager and may impact probationary confirmation.

	Code of Conduct
	Week 1 — Day 1

	Information Security Awareness
	Week 1 — by end of day 3

	Data Protection & GDPR
	Week 1 — by end of day 3

	Health & Safety Induction
	Week 1 — by end of day 5

	Anti-Bribery & Corruption
	Week 2 — by end of day 10

	Equality, Diversity & Inclusion
	Week 2 — by end of day 10

	Whistleblowing Policy
	Week 2 — by end of day 10



7. System Access and Equipment
Access to company systems and equipment is governed by the IT Access Management Policy. New employees must not be granted access to any system unless a formally approved provisioning request is on record. Equipment must be used in accordance with the Acceptable Use Policy, which employees acknowledge during Week 1 induction.

8. Confidentiality and Data Handling
New employees are required to sign and return the Confidentiality and Non-Disclosure Agreement as part of their pre-boarding documentation. Handling of personal data relating to other employees, customers, or business partners must comply with the Data Protection Policy from the first day of employment.

9. Policy Compliance and Review
Adherence to this policy is monitored through HR's onboarding tracking system. Any breach of this policy must be reported to the HR Director. This policy is reviewed annually or following significant legislative or organisational changes.
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