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1. Overview
This Standard Operating Procedure (SOP) defines the step-by-step process that HR, IT, and hiring managers must follow when onboarding a new employee at Contoso Corporation. This SOP is designed to ensure a consistent, compliant, and efficient onboarding experience for all new hires.

2. Process Trigger
This SOP is initiated when an offer of employment is formally accepted by a candidate. The trigger event is the receipt of a signed Offer Acceptance Form submitted to the HR inbox. From this point, all activities are tracked in the HR Information System (HRIS) under the candidate's employee record.

3. Pre-boarding Procedure (T-14 to T-1 Days)
Step 1 — Create Employee Record (HR, T-14)
1. Log in to the HRIS and navigate to New Employee Setup.
1. Enter the employee's personal details, job title, department, cost centre, and start date.
1. Assign the employee to the relevant HR Business Partner and hiring manager.
1. Generate the Employee ID and save the record. Note the Employee ID for all subsequent communications.
1. Set the employee status to 'Pre-boarding' in the HRIS.

Step 2 — Issue Pre-boarding Pack (HR, T-10)
1. Navigate to the Document Templates library in SharePoint and select the 'Pre-boarding Pack' template.
1. Populate the template with the employee name, start date, manager name, and office location.
1. Send the completed pack to the employee's personal email address using the standard welcome email template.
1. The pack must include: employment contract, bank details form, emergency contact form, and policy acceptance checklist.
1. Log the send date in the HRIS under the employee's pre-boarding checklist.

Step 3 — Submit IT Provisioning Request (Hiring Manager, T-7)
1. Complete the IT Provisioning Request form on the IT Service Portal.
1. Specify required hardware (laptop/desktop, monitor, peripherals) and software licences.
1. Confirm the employee's primary work location (office or remote).
1. Submit the request and retain the ticket reference number.
1. IT must confirm provisioning within two business days of receiving the request.

Step 4 — Configure System Access (IT, T-5)
1. Create the Microsoft Entra ID (Azure AD) account using the standard naming convention.
1. Assign the relevant Microsoft 365 licence based on the role profile.
1. Add the account to the appropriate security groups and distribution lists as specified by the hiring manager.
1. Configure multi-factor authentication and set a temporary password.
1. Provision access to SharePoint sites, Teams channels, and line-of-business applications.
1. Email the temporary credentials to the hiring manager for secure handover on Day 1.

Step 5 — Prepare Workstation (IT/Facilities, T-2)
1. Set up the workstation at the assigned desk or ship the device to the employee's home address (for remote hires).
1. Ensure all peripherals are connected and the device boots correctly.
1. Attach the asset tag and register the device in the hardware register.
1. Place a printed Quick Start Guide at the workstation.

4. Day 1 Procedure
Step 6 — Welcome and Orientation (HR/Manager, Day 1 AM)
1. HR Coordinator or manager meets the new hire at reception at the agreed arrival time.
1. Provide a building tour and introduce the new hire to immediate team members.
1. Issue the employee ID badge and complete the building access registration.
1. Provide the device and credentials. Assist the employee in completing the first-login steps and MFA enrolment.
1. Review the Day 1 agenda with the employee and confirm scheduled sessions.

Step 7 — HR Induction Session (HR, Day 1 PM)
1. Deliver the HR induction presentation (stored in the HR SharePoint Onboarding Library).
1. Cover: company overview, organisational structure, benefits, payroll schedule, leave entitlements, and key HR contacts.
1. Guide the employee through the self-service portal: payroll details entry, benefits selection, and emergency contact submission.
1. Confirm mandatory training assignment in the Learning Management System (LMS).
1. Obtain signed acknowledgement of the Acceptable Use Policy, Information Security Policy, and Code of Conduct.
1. Update the HRIS pre-boarding checklist to mark Day 1 items as complete.

5. Week 1 Procedure
Step 8 — Compliance Training (Employee, Days 1–5)
The employee must complete the following e-learning modules via the LMS by end of Day 5:
1. Code of Conduct
1. Data Protection and GDPR Awareness
1. Information Security Fundamentals
1. Health and Safety Workplace Induction
HR Coordinator checks LMS completion status at end of Day 5 and follows up with any outstanding items.

Step 9 — Manager 1:1 and 30-60-90 Plan Review (Manager, Day 3)
1. Hiring manager holds a structured 1:1 meeting with the new hire.
1. Review the 30-60-90 day plan and confirm priorities for the first month.
1. Introduce the onboarding buddy and confirm buddy schedule for Week 1.
1. Confirm all system access is functioning correctly and escalate any outstanding issues to IT.

6. Weeks 2–4 Procedure
Step 10 — Mid-Week 2 Check-in (HR, Day 10)
1. HR Coordinator contacts the new hire to gather initial feedback on the onboarding experience.
1. Review outstanding mandatory training completions in the LMS.
1. Confirm that the employee has been added to all relevant team meetings and distribution lists.
1. Log feedback in the HRIS and flag any concerns to the HR Business Partner.

Step 11 — Month 1 Review (Manager, Day 30)
1. Hiring manager conducts the formal 30-day probationary review meeting.
1. Complete the 30-Day Review Form and upload to the employee's HRIS record.
1. Confirm next steps and adjust the 60-90 day plan as required.
1. Notify HR of any performance concerns immediately following the meeting.

7. Onboarding Completion (Day 90)
1. Manager completes the 90-Day Probationary Review and submits the outcome to HR.
1. HR issues the Employment Confirmation Letter within 5 business days of a successful review.
1. Employee completes the 90-Day Onboarding Satisfaction Survey in the LMS.
1. HR updates the HRIS employee status from 'Probationary' to 'Permanent'.
1. Hiring manager schedules the first performance review cycle in line with the company calendar.

8. Exception Handling
Any deviation from this SOP must be approved in writing by the HR Business Partner. Common exceptions include delayed start dates, remote-first onboarding, and international hires. Exception logs are maintained in the HR SharePoint Onboarding Library under the 'Exception Register' folder.
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