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UCT New Employee Onboarding
90-Day Integration Plan Template

Instructions
Below you’ll find a template designed to help line managers efficiently onboard new staff members at UCT. This template breaks down each step of the onboarding process, ensuring that all essential aspects are addressed. Sections highlighted in yellow are sample activities. Please replace these with details specific to each newllows you to create a personalised onboarding exp
How to use the template
· Copy the template into a new document each time you onboard a new staff member.
· This approach ensures a fresh, organised, and individualised onboarding process for every new team member.
· Ensure that you send this to the new staff member a week after their start date

The 90-Day Integration Plan provides a structured and time-bound roadmap to support the initial training and integration of new staff members at UCT. Rooted in the understanding that the first three months are critical for establishing role clarity, building relationships, and forming productive habits, this plan enables line managers and new staff to collaboratively set SMART goals (Specific, Measurable, Achievable, Relevant, Time-bound), identify early learning opportunities, and track progress through regular check-ins.

By aligning individual growth with both personal aspirations and departmental or faculty objectives, the plan fosters engagement, accelerates meaningful contribution, and ensures that developmental needs are surfaced early, supporting a smoother transition into the formal performance review and Personal Development Plan (PDP) process.

Key outcomes and goals for each phase
	Timeframe
	Focus
	Actions
	Outcome

	First 30 Days
	Learning & Orientation
	Complete compliance training, attend department meetings, shadow colleagues, use checklists, and explore institutional tools (e.g., HR portals).
	Staff member feels confident navigating UCT’s systems and understands their role’s impact on institutional objectives.

	31–60 Days
	Skill Application & Collaboration
	Take on smaller projects (e.g., reports, events), engage in cross-departmental collaboration, and complete role-specific training modules.
	Staff member begins to take ownership, identify process improvements, and build relationships across UCT’s ecosystem.

	61–90 Days
	Independence & Goal Achievement
	Lead projects independently, contribute to team goals, participate in Vision 2030 initiatives, and attend feedback sessions to refine performance.
	Staff member operates autonomously, meets key performance metrics, and actively supports UCT’s strategic priorities.




The plan should be a collaborative effort between you and the new staff member. It can include a variety of activities such as: 
· Informal on‐the‐job training – job shadowing, job rotation, task simulations
· Formal classroom and/or online training – SuccessFactors, LinkedIn Learning
· Attendance of meetings, conferences and special events 
· Self‐study activities – Policies, Standard Operating Procedures (SOPs), process flows, guidelines, handbooks and user manuals

Guidance on the 90-Day Integration Plan within UCT’s Performance Management Framework
· The 90-Day Integration Plan is designed to support the onboarding and early development of new staff members. It does not replace the formal performance review process but rather serves as a complementary tool to help surface immediate developmental needs and inform the individual's Personal Development Plan (PDP) as part of the formal review cycle.
· When setting objectives and goals, it is important to consider the staff member’s start date relative to the remaining time in the current performance cycle. Objectives should be clear, achievable, and time-bound, reflecting what is realistically possible within the available timeframe.
· To ensure transparency and fairness, expectations should be managed upfront. If the staff member has not yet had the opportunity to fully engage with the scope of their role, it may be appropriate to assign an “unrated” or partial rating at the end of the cycle. This approach supports a developmental focus while maintaining the integrity of the performance management process.

Tips
· Information that can be used for this plan can be gathered via the Transition Planning Questionnaire or the predecessor’s handover document
· Perform a Training Needs Analysis using information that you would have gathered during the recruitment process (CV, Interview Notes, References, Competency Assessments) along with the position description to assess what the new employee requires to succeed in the role and describe what that success looks like
· Break down the job by the knowledge, skills and abilities required and determining the employee’s current competency level in each area by referencing the UCT Competency Framework 
· If a gap exists, discuss potential training and learning opportunities to strengthen the area and use the Staff Learning Resource Guide and SuccessFactors Learning
· Ensure that the assigned learning modules on SuccessFactors are incorporated into the onboarding plan, allowing sufficient time for staff to complete their training as some are mandatory



























E-mail Template


Hello [new staff members name],

Welcome to [UCT/Faculty/Department name]! We’re delighted you’ve joined our community and are excited to support you as you settle in and grow with us. Over your first 90 days, you’ll have opportunities to learn, connect, and make meaningful contributions where your skills and fresh perspective are truly valued here.

Please know that we’re here to help you every step of the way. If you have any questions or need support, don’t hesitate to reach out. We look forward to seeing all you’ll accomplish and to working together to achieve great things.

Wishing you a fantastic start to your journey at UCT!

Warm regards,

[Your Name/Team]
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What is the 90-Day Integration Plan?

Welcome to your first 90 days at UCT - an exciting journey of growth, discovery, and opportunity!

This plan is your roadmap to building confidence, expanding your skills, and unlocking your full potential in your new role. By embracing each step with curiosity and purpose, you’ll not only learn and connect but also begin making a meaningful impact from day one.

We’re here to support you every step of the way, setting the stage for your success and helping you thrive in this vibrant community.

Here’s what you can look forward to in your first 90 days:
1. Understanding UCT’s Mission, Vision, and Values - immerse yourself in the heart of our university’s purpose and culture.
2. Engaging with your Faculty or Department - connect with your team and discover how your role contributes to our collective goals.
3. Mastering your role - develop the skills and knowledge that will empower you to excel.
4. Delivering on your job responsibilities - take ownership and start making a real difference.
5. Continuous growth and feedback - embrace learning opportunities and celebrate your progress.

We know you’re ready to make your mark, so we’ve designed your first 90 days to be dynamic, inspiring, and full of possibility.

Get ready to unleash your potential and embark on an incredible journey with us.

Let’s get started!





























Important contacts
If you need help with anything, here is who you can reach out to:, here is who you can reach out to:
	[Contact name]

	You should reach out to this person when: [reason]

	[Contact name]

	You should reach out to this person when: [reason]

	[Contact name]

	You should reach out to this person when: [reason]

	[Contact name]

	You should reach out to this person when: [reason]



Collaborative networks
Teams, Committees and working groups linked to this position:, here is who you can reach out to:
	[Group Name]

	Your role: [e.g. Contributor/ Advisor/Administrator/Facilitator/Chairperson]
Meeting Frequency: [Weekly/Monthly/Quarterly/Annually. Include schedule if applicable]

	[Group Name]

	Your role: [e.g. Contributor/ Advisor/Administrator/Facilitator]
Meeting Frequency: [Weekly/Monthly/Quarterly/Annually. Include schedule if applicable]

	[Group Name]

	Your role: [e.g. Contributor/ Advisor/Administrator/Facilitator]
Meeting Frequency: [Weekly/Monthly/Quarterly/Annually. Include schedule if applicable]

	[Group Name]

	Your role: [e.g. Contributor/ Advisor/Administrator/Facilitator]
Meeting Frequency: [Weekly/Monthly/Quarterly/Annually. Include schedule if applicable]




Important links, resources and tools
In this section, you will find the most important links you will need in your first 90 days.
	Downloadable software and platforms

	[Link]

	You should download this when: [reason]

	[Link]

	You should download this when: [reason]

	[Link]

	You should download this when: [reason]

	[Link]

	You should download this when: [reason]

	[Link]

	You should download this when: [reason]

	[Link]

	You should download this when: [reason]



	
UCT website, intranet pages and network drives or Teams sites

	[Link]

	You should access this when: [reason]

	[Link]

	You should access this when: [reason]

	[Link]

	You should access this when: [reason]

	[Link]

	

	You should access this when: [reason]

	[Link]

	You should access this when: [reason]

	[Link]

	You should access this when: [reason]



Onboarding goals
	30-day goals
	60-day goals
	90-day goals

	[Goal]
	[Goal]
	[Goal]

	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]

	[Goal]
	[Goal]
	[Goal]

	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]

	[Goal]
	[Goal]
	[Goal]

	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]

	[Goal]
	[Goal]
	[Goal]

	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]
	Goal deliverable:
[Deliverable]



Onboarding objectives
(First 30 days)
	Week 1

	1
	Welcome and Orientation

	2
	Getting to know UCT and Resources

	3
	Building Connections and Understanding Culture

	4
	Role Specific Training and Integration

	5
	Review and Planning Ahead 

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Week 1 reflection




	Week 2

	1
	[Task]

	2
	[Task]

	3
	[Task]

	4
	[Task]

	5
	[Task]

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Week 2 reflection




	Week 3

	1
	[Task]

	2
	[Task]

	3
	[Task]

	4
	[Task]

	5
	[Task]

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Week 3 reflection




	Week 4

	1
	[Task]

	2
	[Task]

	3
	[Task]

	4
	[Task]

	5
	[Task]

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Week 4 reflection



(31 - 60 days)
	Weeks 5–8

	1
	[Task]

	2
	[Task]

	3
	[Task]

	4
	[Task]

	5
	[Task]

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Weeks 5–8 reflection




(61 - 90 days)
	Weeks 9–12

	1
	[Task]

	2
	[Task]

	3
	[Task]

	4
	[Task]

	5
	[Task]

	6
	[Task]

	7
	[Task]

	8
	[Task]

	9
	[Task]

	10
	[Task]

	11
	[Task]

	12
	[Task]

	13
	[Task]

	14
	[Task]

	15
	Weeks 9–12 reflection




Adapted from AIHR 30-60-90 Onboarding Template
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