[image: Blue text on a white background

AI-generated content may be incorrect.]   


UCT New Employee Onboarding
First Week Itinerary Template

Instructions
Below you’ll find a template designed to help line managers provide new staff members with a clear and supportive first week experience. This itinerary breaks down the initial days into manageable activities and meetings, ensuring that all essential aspects of onboarding are covered. Sections highlighted in yellow are sample activities. Please consider this as a flexible guide and feel free to tailor and adapt it to best meet the unique needs of each new team member. Customising these sections allows you to tailor the first week to the unique needs of every new staff member, helping them feel welcomed, informed, and connected from day one.

How to Use the Template
· Copy the template into a new document each time you onboard a new employee.
· This approach ensures a fresh, organised, and personalised start for every new team member.
· Ensure that you send this to the new employee at least 1 day prior to their start date.
· Remember to remove this instruction sheet before sending!

The first week itinerary serves as a foundation for the new employee’s successful integration. It should provide a structured yet flexible schedule that balances orientation, relationship-building, role clarity, and
initial training.

During this week, new staff members will:
· Finalise as much of the onboarding administrative paperwork as possible.
· Get acquainted with the UCT’s mission, culture, and values.
· Meet key colleagues and build connections within their team and beyond.
· Receive clear guidance on their role, responsibilities, and immediate priorities.
· Begin accessing the tools, systems, and resources they need to perform effectively.
Tips
· Ensure that you update this template with dates that have already been diarised e.g. section/departmental meetings, benefit information sessions and include the pushed learning modules for new employees on SuccessFactors.
· Arrange a meeting with the ICTS Helpdesk to assist either remotely or in person at least 2 weeks prior to their start date to assist in setting up their computer. Refer to the  ICTS Guide for Staff for more information and include in the Welcome Pack. 
· Ensure that you have diarised all discussions and meetings and have invited the relevant stakeholders beforehand.

This itinerary marks the beginning of a comprehensive onboarding and development journey designed to empower new staff members as they grow into confident, valued contributors within the UCT community. Ensure that the 90-Day Integration Plan is ready to share with the new staff member at the end of their first week.





Dear [New staff members Name],
Welcome to [Faculty/[Department/Unit Name] at the University of Cape Town! We are excited to have you join our team. 
To ensure a smooth start, please note the following details for your first day:
· Arrival time: [Insert time, e.g., 09:00 AM]
· Where to arrive: [Insert specific building/office name and room number or reception area]
· Temporary parking: [Insert information about visitor or temporary parking options, including location and any permits or passes required]
· Point of contact on arrival: [Insert name and contact details of the person who will greet them]
· Dress Code: While we do not prescribe a strict dress code, we encourage all employees to dress appropriately for their specific department, faculty, or role and in line with OHSE guidelines where applicable.
To help you settle in smoothly, please find below your itinerary for your first week. 
This schedule is designed to introduce you to your role, our team, and the broader UCT community.
Day 1 – [Date]
	Welcome and Orientation

	09:00 – 09:30 
	Welcome and introductions with your line manager ([Line Manager Name])
	[Insert venue]

	09:30 – 10:00 
	Office tour with health and safety brief
UCT Safety Induction Video
	

	10:00 – 10:30 
	Department overview and team introductions
	

	10:00 – 11:00
	Overview of your role, responsibilities, and initial projects
	

	11:00 – 12:00 
	Access Card and ICT setup (computer, email, access cards) ICT Services at UCT | ICT Checklist | ICT Guide for Staff
	

	12:00 – 13:00 
	Lunch break (informal team lunch)
	

	13:00 – 15:00 
	Discussion on Conditions of Service and Private Work Policy (if applicable)
	

	15:00 – 16:00  
	Q&A and wrap-up for the day
	



Day 2 – [Date]
	Getting to Know UCT and Resources

	09:00 – 10:30 
	UCT overview session (campus culture, values, services)
	

	10:30 – 11:00 
	Break
	

	11:00 – 12:00 
	Introduction to key systems and tools you’ll be using
	

	12:00 – 13:00 
	Lunch break
	

	13:00 – 15:00 
	Meeting with your assigned Induction Facilitator
	

	15:00 – 16:00  
	Review of immediate tasks and priorities
	







Day 3 – [Date]
	Building Connections and Understanding Culture

	09:00 – 10:30 
	Attend team/ departmental/faculty meeting
	

	10:30 – 11:00 
	Networking coffee with colleagues from related units
	

	11:00 – 12:00 
	Workshop on UCT’s values, diversity, and inclusion initiatives
	

	12:00 – 13:00 
	Lunch break
	

	13:00 – 15:00 
	Continue working on tasks and projects
	

	15:00 – 16:00  
	Informal catch-up with Induction Facilitator
	



Day 4 – [Date]
	Role-Specific Training and Integration

	09:00 – 10:30 
	Training on [specific software/process relevant to role]
	

	10:30 – 11:00 
	Break
	

	11:00 – 12:00 
	Shadowing a team member or attending relevant meetings
	

	12:00 – 13:00 
	Lunch break
	

	13:00 – 15:00 
	Independent work on initial assignments with support available
	

	15:00 – 16:00  
	Check-in meeting with line manager
	



Day 5 – [Date]
	Review and Planning Ahead

	09:00 – 10:00 
	One-on-one meeting with line manager: feedback, questions, and next steps
	

	10:00 – 12:00 
	Finalise any outstanding onboarding tasks
	

	12:00 – 13:00 
	Lunch break
	

	13:00 – 15:00 
	Begin working independently on assigned projects
	

	15:00 – 16:00 
	Wrap-up session: setting goals for the next month
	



If you have any questions before your first day, please don’t hesitate to reach out. We look forward to welcoming you in person and supporting your success here at UCT!
Warm regards,
[Your Name]
[Your Position]
[Contact Details] 
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