30-Day Onboarding Plan
Purpose: Provide a clear pathway for new team members to become confident, safe, and productive within 30 days.
Week 1 – Induction & Safety
□ Welcome and company induction
□ Safety training and site rules
□ Issue kit, PPE, and tools
□ Shadow experienced team member
□ Early win task (simple, confidence-building)
Manager Sign-off: ____________ | Date: ____________
Week 2 – Supported Responsibility
□ Take on defined tasks with checks from supervisor
□ Practice using tools/equipment safely
□ Daily feedback and progress check
□ Early win milestone (quality-focused)
Manager Sign-off: ____________ | Date: ____________
Week 3 – Core Tasks with Buddy
□ Deliver full tasks with buddy nearby
□ Meet quality gates (checklists, standards)
□ Take responsibility for time management
□ Feedback session with manager
Manager Sign-off: ____________ | Date: ____________
Week 4 – Independent Working
□ Carry out tasks independently with spot checks
□ Demonstrate consistent safety and quality
□ Show initiative and teamwork
□ End-of-month review and feedback
Manager Sign-off: ____________ | Date: ____________
Regular Checkpoints
□ Daily check-ins (first week)
□ Weekly feedback sessions
□ 30-day review with development plan
