SOP Template: Employee Onboarding for SaaS
Free employee onboarding SOP template for SaaS HR teams. Step-by-step with checklist, roles, and KPIs.
Purpose
Standardize the first-week experience for every new SaaS hire so they can ship meaningful work within 30 days. This SOP covers tool provisioning, team introductions, codebase orientation, and role-specific training tracks across engineering, product, and customer success departments.
Scope
Covers day-one through day-thirty onboarding for all full-time SaaS hires. Does not cover contractor onboarding, intern programs, or executive onboarding which have separate procedures.
Prerequisites
1. Signed offer letter and completed background check
1. Hardware (laptop, peripherals) ordered and shipped at least 5 days before start date
1. Jira, Slack, GitHub, and Google Workspace accounts pre-provisioned by IT
1. Manager has prepared a 30-day onboarding plan with role-specific milestones
1. Buddy assigned from the same team (not the direct manager)
Roles & Responsibilities
HR Manager
1. Send welcome packet with benefits enrollment links 3 days before start
1. Run Day 1 orientation session covering company values, org chart, and PTO policy
1. Schedule 14-day and 30-day check-ins with the new hire
IT Admin
1. Provision all SaaS tool accounts (Jira, Slack, GitHub, Linear, Notion) before Day 1
1. Set up SSO access and verify MFA enrollment
1. Grant repository and environment access per the role-based access matrix
Direct Manager
1. Prepare the 30-day plan with 3 milestones tied to real deliverables
1. Lead daily 15-minute standups during Week 1
1. Conduct the 30-day review using the standard performance template
Onboarding Buddy
1. Answer day-to-day questions about team norms and unwritten processes
1. Pair on the first assigned task during Week 2
1. Flag any blockers to the manager before the 14-day check-in
Procedure
Step 1: Send the pre-start welcome packet
Three business days before the start date, HR sends the welcome email containing: benefits enrollment link (must complete within 30 days), org chart PDF, Slack workspace invite, and the 30-day onboarding plan their manager prepared. Include the new hire's buddy name and Slack handle.
16. Pull the welcome email template from the HR shared drive
16. Customize with the hire's name, team, manager, and buddy
16. Attach the benefits enrollment PDF and org chart
16. CC the manager and buddy on the email
Tip: Schedule the email to land at 9 AM in the new hire's timezone. First impressions matter.
Step 2: Provision tool accounts and access
IT creates accounts in all required SaaS tools before the hire's first day. For engineering hires, this includes GitHub org access with the correct team permissions, staging environment credentials, and CI/CD pipeline read access. For non-engineering roles, focus on the CRM, analytics, and communication tools they'll need.
16. Create Google Workspace account and add to team distribution lists
16. Provision Slack account and add to relevant channels (#team, #general, #onboarding)
16. Set up Jira/Linear access with the team's project board
16. Configure SSO and enforce MFA enrollment
16. For engineering: grant GitHub repo access per the RBAC matrix
Warning: Do not grant production database access during onboarding. Engineering hires should request it after completing the security training module in Week 2.
Step 3: Run the Day 1 orientation
HR leads a 90-minute orientation covering company mission, product overview, team structure, and key policies. Keep it concise. The goal is context, not information overload. Record the session in Loom or Glyde so future hires can review it asynchronously.
16. Company mission and current quarter OKRs (15 min)
16. Product demo — show the actual product, not slides (20 min)
16. Org chart walkthrough — who does what, who to ask for what (15 min)
16. Key policies: PTO, expense reporting, communication norms (20 min)
16. Q&A and office/remote logistics (20 min)
Tip: Record this session with Glyde to create a reusable SOP that future hires can reference without scheduling another live session.
Step 4: Manager kickoff meeting
The direct manager meets the new hire for 45 minutes on Day 1 afternoon. Walk through the 30-day plan, explain team rituals (standup cadence, sprint cycle, retro format), and align on the first deliverable. This is not a culture chat — it's a working session.
16. Review the 30-day onboarding plan together
16. Explain team rituals: standup time, sprint length, retro format
16. Assign the first task — something small and shippable within 3 days
16. Set up recurring 1:1 (weekly, 30 min)
Step 5: Buddy introduction and first pairing session
The onboarding buddy meets the new hire on Day 1 or Day 2 for an informal 30-minute coffee chat (virtual or in-person). On Day 3, they pair on the new hire's first assigned task for at least 2 hours. The buddy explains the codebase, deployment process, or workflow conventions that aren't written down anywhere.
Tip: The buddy should not be the manager. New hires need someone safe to ask 'dumb' questions to.
Step 6: Complete required training modules
By end of Week 1, the new hire completes all mandatory training: security awareness (required for SOC 2 compliance), data handling procedures (required for GDPR if handling EU customer data), and the product knowledge assessment. Track completion in your LMS or a shared Google Sheet.
16. Security awareness training (SOC 2 requirement)
16. Data handling and privacy training (GDPR/CCPA)
16. Product knowledge self-paced module
16. Tool-specific training for their role (CRM for sales, GitHub for eng)
Warning: SOC 2 auditors check for training completion dates. If a new hire skips security training, it creates an audit finding. Track completion dates in your HRIS.
Step 7: Ship the first deliverable
By end of Week 1, the new hire should complete and ship their first small deliverable. For engineers, this might be a bug fix or documentation update. For customer success, it might be handling a first support ticket with buddy oversight. The point is real output, not simulated exercises.
Tip: Pick something that touches the real product but has low blast radius. A typo fix that goes through the full PR review and deploy cycle teaches more than a week of reading docs.
Step 8: 14-day check-in
HR and the manager jointly conduct a 30-minute check-in at the two-week mark. Review onboarding plan progress, address any blockers, and collect feedback on the onboarding experience itself. Use a standard check-in template with specific questions, not an open-ended 'how's it going?'
16. Review progress against 30-day plan milestones
16. Ask: What's been the biggest blocker so far?
16. Ask: Is there anything you needed but didn't have access to?
16. Ask: How is the buddy relationship working?
16. Document feedback and action items
Step 9: 30-day performance review
The manager conducts a formal 30-day review using the standard template. Evaluate against the 3 milestones set in the kickoff meeting. This isn't pass/fail — it's calibration. Identify what the hire does well, where they need support, and what their next 60-day goals should be.
16. Review completion of 30-day milestones
16. Gather feedback from buddy and cross-functional collaborators
16. Set 60-day goals collaboratively
16. Document in HRIS and share with HR
Completion Checklist
☐  Welcome packet sent 3 days before start date
☐  All SaaS tool accounts provisioned and tested
☐  SSO configured and MFA enforced
☐  Hardware delivered and verified working
☐  Day 1 orientation completed and recorded
☐  Manager kickoff meeting conducted with 30-day plan reviewed
☐  Buddy introduced and first pairing session scheduled
☐  Security awareness training completed (SOC 2)
☐  Data handling training completed (GDPR/CCPA)
☐  First deliverable shipped by end of Week 1
☐  14-day check-in completed with documented feedback
☐  30-day review completed with 60-day goals set
Key Performance Indicators
	Metric
	Target

	Time to first deliverable
	Under 5 business days

	Training completion rate
	100% within 7 days

	30-day milestone completion
	At least 2 of 3 milestones met

	New hire satisfaction score (14-day survey)
	4.0+ out of 5.0

	Time to full productivity
	Under 30 calendar days


Revision Schedule
Quarterly, or immediately after any change to the tool stack, compliance requirements, or team structure.
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