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Orientation Schedule Template
Instructions
Customize the schedule to fit your organization
This template uses placeholder events which are typical for a standard orientation process.

Employee Name		Orientation Date	


Orientation Agenda
	Time
	Event
	Description
	Checklist 

	09:00–09:15
	Welcome & company story
	[Add details]
	Yes/No

	09:15–09:35
	Team introductions & office / virtual tour
	[Add details]
	Yes/No

	09:35–10:15
	Culture & values mini‑workshop
	[Add details]
	Yes/No

	10:15–10:30
	Break
	[Add details]
	Yes/No

	10:30–11:15
	Payroll, time‑off & benefits walkthrough
	[Add details]
	Yes/No

	11:15–12:00
	Security, safety & IT policies
	[Add details]
	Yes/No

	12:00–13:00
	Team lunch
	[Add details]
	Yes/No

	13:00–14:30
	Role expectations & 30‑day goals
	[Add details]
	Yes/No

	14:30–15:00
	Job‑critical systems set‑up
	[Add details]
	Yes/No

	15:00–15:30
	Wrap‑up, Q&A, feedback pulse
	[Add details]
	Yes/No
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