

🗡  NEW ADVENTURER ONBOARDING GUIDE  🗡
Welcome to the party! This checklist is your starter guide — a structured journey through your first 90 days. Complete each task to unlock your full adventurer status and integrate into the guild.

  🧝  NEW ADVENTURER PROFILE  
	Employee Name:
	_____________________________

	Job Title / Character Class:
	_____________________________

	Department / Guild:
	_____________________________

	Spawn Date (Start Date):
	_____________________________

	Party Leader (Direct Manager):
	_____________________________

	Buddy / Onboarding Mentor:
	_____________________________


  📦  PRE-START DAY CHECKLIST (BEFORE DAY 1) — HR Responsible  
Administrative Tasks
1.   Offer letter signed and filed
1.   Background check / reference check completed
1.   I-9 / employment eligibility documents verified
1.   Direct deposit and payroll information collected
1.   Benefits enrollment packet sent or scheduled
1.   Employee ID created in HRIS
1.   New hire paperwork packet sent for e-signature


Tech Setup (if necessary) 
1.   Workstation / laptop ordered and configured
1.   Email and system accounts created
1.   Access badges / key cards requested
1.   Required software licenses assigned
1.   Remote access / VPN configured (if applicable)

Welcome Prep
1.   Workspace assigned and set up (desk, supplies, welcome kit)
1.   Welcome email sent to team announcing new hire
1.   First-day schedule prepared and sent to new hire
1.   Onboarding buddy assigned
1.   Day 1 agenda shared with new hire




  🌅  DAY 1: THE TUTORIAL (FIRST DAY)  
Note: Complete By: _____________  |  Responsible Party: _________________

Morning: Welcome & Orientation
1.   Greet new adventurer at arrival — warm welcome from manager or HR
1.   Office / facility tour completed (or virtual intro if remote)
1.   Team introductions made (in-person or video call)
1.   Workspace walkthrough — tools, systems, and setup confirmed
1.   HR paperwork reviewed and completed (if any remaining)

Mid-Day: Systems & Access
1.   Login credentials tested and confirmed working
1.   Email, calendar, and communication platforms (Slack, Teams, etc.) set up
1.   Payroll portal access confirmed
1.   Benefits portal reviewed and enrollment deadline communicated
1.   IT security training completed (if required Day 1)

Afternoon: Culture & Context
1.   Company mission, values, and current strategic priorities shared
1.   Employee handbook reviewed — key policies highlighted
1.   Code of conduct acknowledged
1.   DEI policies and resources reviewed
1.   Harassment and discrimination prevention training assigned or completed
1.   Q&A session with manager — space for new hire to ask questions

  📅  WEEK 1: STARTING ZONE (FIRST 7 DAYS)  
Note: Complete By: _____________  |  Responsible Party: _________________

Role & Team Acclimation
1.   1:1 meeting with direct manager — expectations and communication style discussed
1.   Introduction to key stakeholders / cross-functional teammates
1.   Overview of team processes, workflows, and current priorities
1.   Access to role-specific tools, platforms, and databases confirmed
1.   Org chart reviewed — reporting structure understood

Learning & Development Kickoff
1.   Role-specific training plan introduced and begun
1.   Shadow session(s) scheduled with senior team members
1.   Required compliance trainings assigned (OSHA, data privacy, etc.)
1.   Learning management system (LMS) access confirmed

Social & Cultural Integration
1.   Lunch or virtual coffee with team or buddy scheduled
1.   Introduction to company communication channels (newsletters, intranet, Slack channels)
1.   ERG (Employee Resource Group) information shared
1.   End-of-week check-in with manager completed

  🎯  30-DAY CHECKPOINT — LEVEL 1 UNLOCKED  
Checkpoint Date: _______________  |  Completed By: _______________  |  Reviewed By: _______________

30-Day Milestones
1.   New hire has completed all required compliance training
1.   Employee understands their key responsibilities and near-term goals
1.   Initial performance goals set and documented
1.   Buddy check-in completed — feedback gathered
1.   HR 30-day pulse survey sent and reviewed
1.   Benefits enrollment confirmed (if open window has passed)
1.   Any concerns or early feedback addressed

Manager Notes: ___________________________________________________________________________________________________________________________________
  🎯  60-DAY CHECKPOINT — LEVEL 2 UNLOCKED  
Checkpoint Date: _______________  |  Completed By: _______________  |  Reviewed By: _______________

60-Day Milestones
1.   Employee is independently completing core job functions
1.   Regular 1:1 cadence with manager established
1.   Peer feedback informally gathered (optional formal 360)
1.   Learning plan progress reviewed — adjustments made if needed
1.   Employee has contributed to at least one team project or deliverable
1.   HR 60-day pulse survey sent and reviewed

Manager Notes: ___________________________________________________________________________________________________________________________________
  🏆  90-DAY CHECKPOINT — FULL ADVENTURER STATUS ACHIEVED  
Checkpoint Date: _______________  |  Completed By: _______________  |  Reviewed By: _______________

90-Day Final Milestones
1.   Formal 90-day performance review scheduled and completed
1.   Long-term goals (6-month, annual) established
1.   Career development path discussion initiated
1.   Employee feedback on onboarding experience collected
1.   All outstanding paperwork, trainings, and access requests resolved
1.   Employee officially transitioned to standard performance management cycle
1.   Celebration of successful onboarding completion — welcome to the party!

Manager Notes: ___________________________________________________________________________________________________________________________________
HR Notes: ________________________________________________________________________________________________________________________________________
  ✍  ONBOARDING SIGN-OFF  
	Employee:

X ____________________
Date: _______________
	Manager:

X ____________________
Date: _______________
	HR Representative:

X ____________________
Date: _______________
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