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1.  On-Boarding 

a. Materials checklist

<Write your materials checklist here>
b. Administrative paperwork and processes checklist
<Write your administrative paperwork and processes checklist here>

c. First-day training checklist
<Write your first-day training checklist here>

2.  Performance Reviews 

<Write your description of your performance review plan here. Use the performance review template in the Appendix of this document as a guide>

Appendix: Performance Review Template

	Employee name
	

	Position 
	

	Frequency of performance reviews
	

	Format
	

	Questions for discussion:

	1. Review of performance during the period:

	· Did you meet the objectives set for the period?

	· If you fell short, what obstacles prevented you from achieving your objectives?

	· 

	· 

	· 

	· 

	2. Objectives for next period:

	· 

	· 

	· 

	· 

	· 

	· 

	3. Future training and development needs of the employee:

	· 

	· 

	· 

	· 
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