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IK-FR-15  Onboarding Plan (30-60-90)
Plans for every new employee the 30-60-90 day objectives derived from the job description, mandatory training, introduction list, on-the-job training topics and checkpoints; day-30 and day-60 feedback and the day-90 closure record are kept on this form and feed the probation evaluation.



	PARENT DOCUMENT
IK-PR-06 Onboarding and Personnel File Procedure
	SUB-PROCESS
C.06 Onboarding and probation management
	CONTROL LINK
KN-15 · KN-56
	INDICATOR
KPI-06 · KPI-11

	COMPLETION CHAIN
Line Manager  →  Employee  →  HR Specialist
	CONFIDENTIALITY
INTERNAL
	RETENTION
Personnel file retention period
	VERSION · STATUS
v1.0 · IN EFFECT



A  Employee and Plan Details
	EMPLOYEE NUMBER
 
	FULL NAME
 
	POSITION / UNIT
 


	START DATE
DD.MM.YYYY
 
	LINE MANAGER
 
	BUDDY
 
	DATE PLAN EXPLAINED AND SIGNED (FIRST WEEK)
 


	PROBATION OBJECTIVES (IK-PR-05 OFFER STAGE)
 



B  First 30 Days — Adaptation and Learning
	#
	Objective / activity
	Criterion
	Owner
	Date
	Status

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



	#
	Mandatory training and introductions
	Planned
	Completed

	1
	OHS induction training (before start of work; KN-56)
	☐
	☐

	2
	Quality and work instruction training
	☐
	☐

	3
	Personal data protection and ethics training
	☐
	☐

	4
	Corporate induction and site tour
	☐
	☐

	5
	Introduction list (unit, support functions, key contacts)
	☐
	☐



C  Day-30 Checkpoint
	MEETING DATE
DD.MM.YYYY
 
	OBJECTIVE COMPLETION
☐ Full    ☐ Partial    ☐ None
	ATTENDANCE AND ADAPTATION
☐ Satisfactory    ☐ Issue



	WRITTEN INTERIM FEEDBACK AND PLAN UPDATE
 
 
 




D  Days 31–60 — Supervised Practice
	#
	Objective / activity
	Criterion
	Owner
	Date
	Status

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



E  Day-60 Checkpoint
	MEETING DATE
DD.MM.YYYY
 
	INDEPENDENT WORKING LEVEL
☐ Independent    ☐ Partly    ☐ Supervised
	MANDATORY TRAINING GAP (KN-56 LIST)
☐ None    ☐ Present



	QUALITY AND PRODUCTIVITY OBSERVATIONS; INPUT TO PROBATION EVALUATION
 
 
 




F  Days 61–90 — Independent Work and Closure
	#
	Objective / activity
	Criterion
	Owner
	Date
	Status

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	



	DAY-90 CLOSURE DATE
DD.MM.YYYY
 
	PLAN COMPLETED
☐ Yes    ☐ No
	DAY-90 SURVEY COLLECTED (HR)
☐ Yes    ☐ No


	OBJECTIVE CARD LINKED TO THE IK-PL-06 CYCLE
☐ Yes    ☐ No
	BUDDY ASSIGNMENT ENDED
☐ Yes    ☐ No
	RESULT ENTERED IN MONTHLY HR REPORT
☐ Yes    ☐ No




	RULE
A written 30-60-90 day onboarding plan is prepared for every new employee (IL-C06-1). A probation evaluation cannot be concluded negatively for an employee without a plan or without recorded checkpoints. In hazardous work no independent work starts without competency confirmation.




G  Approval and Signature   In completion-chain order · name, title, date and signature completed in full
	Stage / Role
	Full name
	Title
	Date
	Signature

	Line Manager
	
	Line Manager — plan and checkpoints
	
	

	Employee
	
	Employee — plan receipt and closure
	
	

	HR Specialist
	
	HR Specialist — record and survey
	
	



	COMPLETION INSTRUCTIONS
1.  The Line Manager prepares the plan two working days before start from the job description and probation objectives, assigns the buddy; the plan is explained to and signed by the employee in the first week.
2.  The buddy gives brief weekly feedback for the first 90 days; it is not an appraisal; on a negative signal the Line Manager meets the employee and informs HR.
3.  The day-30 and day-60 checkpoints are recorded with written feedback in Sections C and E; the day-60 note feeds the probation evaluation (IK-FR-16); a mandatory training gap falls into the KN-56 list.
4.  On day 90 the completion record is signed, HR collects the survey, the objective card is linked to the performance cycle; the form is filed in personnel file cluster G.

	CONTROL LINK
This form is the evidence document of controls KN-15 Probation evaluation deadline · KN-56 Mandatory training gap list check; the checkpoints feed the probation evaluation calendar (KN-15) and the mandatory training gap list (KN-56); day-90 surveys are analysed quarterly and linked to onboarding effectiveness and KPI-06.

	RECORD AND RETENTION
Record medium: personnel file (signed original) and HR information system document area (scanned copy). Retention: Personnel file retention period; applied under the IK-PR-08 retention schedule (IK-FR-20).
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