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In order to prepare the onboarding plan, we need your feedback about the necessary equipment and schedule info for the first working day.
Please fill in the yellow box or select the relevant option and return the completed form to HR team (hr@payback.net) asap.


Employee name and surname: 

The first day at work: 

I. Reporting line and supporting team

· Manager: 
· Host manager: 
· Buddy: 

II. Necessary equipment

· Computer (please select one relevant option)
☐ Dell (basic)
☐ Dell (Tech, Developer) 
☐ MacBook
☐ MacBook (Tech, Developer)

· Mobile phone
☐ YES		☐ NO
If yes, please add business justification:



· Other IT tools (if needed)
 

III. Onboarding plan

The standard agenda for the first day of work includes: 
9.30 – 10.00 – welcome coffee with manager, host manager or buddy
10.00 – 11.30 – handing over the equipment
11.30 – 12.30 – HR welcome session 
12.30 – 13.30 – lunch with the team (Please book your /team member’s time in calendar)
13.45 – 14.45 – HR_basics (systems, documentation, employee administration)
15.15 – 16.15 – Occupational Health and Safety training (obligatory)
 
During first weeks of work, we also initiate new employee to the meetings which helps to be more familiar with PAYBACK Program and processes.


· With whom should we schedule a welcome coffee on the first day of work? ('welcome coffee' can be provided online)
☐ Manager (You)
☐ Host manager
☐ Buddy 

· Do you have additional suggestions for the onboarding plan drawn up above?


IV. Business trip to Munich 
☐ Yes              ☐ No
       
Do you have any suggestions regarding the date of visit? (We recommend a visit after the first month of work)
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