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Streamline your onboarding process with this Employee 
Orientation Template. 
Ensure your new hires feel welcome, equipped and ready 
to excel in their roles from day one.  
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Streamline your onboarding process and welcome new 
employees with confidence. 

This comprehensive blueprint will guide you through creating an engaging and effective 

orientation program, ensuring a seamless transition for your new hires. 

 
Welcome to "The Employee Orientation Template." This valuable resource is designed to help 

Corporate Trainers and L&D Professionals create a powerful onboarding experience for new 

team members. From day one, you'll set the stage for success, making new hires feel welcome, 

informed, and ready to thrive within your organization. 

Let's get started! 
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Employee Orientation Template  
Streamline your onboarding process with this Employee Orientation Template. 
Ensure your new hires feel welcome, equipped and ready to excel in their roles from day one.  
 

New Employee Orientation Template 

Title: [Company name] new employee orientation 

Date: [Date] 

Duration: [1 day] Prepared 

by: [Your name] 

 

Day 1: Welcome and Introduction 

Welcome Session 

● Welcome the new employee and discuss the organization's history, mission, vision, and 

core values. 

● Provide an overview of the organization's culture, work environment, and 

expectations. 

 

HR Briefing 

● Discuss employment details, benefits, policies, procedures, and work timings. 

● Cover compliance, safety protocols, and any necessary legal information. 

 

IT Setup 

● Ensure that the new employee has all necessary equipment, software, and access to 

platforms. 

● Introduce them to any important IT procedures or personnel. 

 

 

Day 2: Team Introduction and Role Overview 

Meet the Team 

● Arrange meetings with immediate team members. 

● Provide a breakdown of who does what within the team. 
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Role Overview 

● Detail the new employee's role, key responsibilities, and how they fit within the team 

and the organization. 

● Discuss any targets, key performance indicators (KPIs), and expectations. 

Day 3: Product/Service Overview and Tools Training 

Product/Service Training 

● Give an overview of the products or services the organization provides. 

● If relevant, discuss key competitors and the unique selling propositions (USPs) of your 

products/services. 

 

Tools Training 

● Train the employee on any specific tools, systems, or software they'll be using in their 

role. 

Day 4: Job Shadowing and Hands-on Training 

Job Shadowing 

● Have the new employee shadow a colleague to see how daily tasks are handled. 

● Provide them with real-life context and understanding of their role. 

 

Hands-on Training 

● Allow the new employee to perform some tasks under supervision. 

● Give them immediate feedback and guidance. 

Day 5: Wrap Up and Feedback Session 

Feedback Session 

● Ask the new employee about their initial experiences, observations, and any 

potential concerns. 

● Discuss their feedback and address their queries. 
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Next Steps 

● Discuss what the next steps are in their training and development. 

● Introduce them to any upcoming projects or responsibilities. 

 

Conclusion 

This new employee orientation program is designed to help new hires feel welcomed, informed, 

and ready to start contributing to the organization effectively. Adjust and tailor it according to 

your specific needs. Remember you can always automate your employee orientation with an 

online course. 

 
Always remember to maintain an open line of communication and encourage new employees to 

ask questions and provide feedback. 

 
Thank you for downloading this resource. We hope you found it valuable and helpful. If you have 

any questions or need further assistance, don't hesitate to reach out to us on +961 3 05 35 11 or 

info@theppack.com, and visit us www.powerpackacademy.com 
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