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[bookmark: _os6wc4huiz4q]1. Purpose
To ensure a consistent and effective onboarding process for new technicians, ensuring they are adequately trained, equipped, and integrated into our MSP team.

[bookmark: _3wps9avtwtol]2. Scope
This SOP covers the onboarding process of all newly hired technicians from their first day of employment until they are fully integrated and operational.

[bookmark: _lv4rer4vzve2]3. Responsibilities
·  Human Resources (HR): Initiate onboarding, gather necessary documents, and coordinate initial orientation.
· Team Lead/Supervisor: Oversee the training process, assign mentors, and evaluate the onboarding's effectiveness.
· Mentor: Provide hands-on training, share best practices, and act as the main point of contact for new technicians during their onboarding.

[bookmark: _92cmlr9jszgo]4. Procedure
[bookmark: _4ip31deyyesf]4.1 Pre-Onboarding:
· HR sends a welcome email to the technician, outlining the first-day agenda and necessary documents to bring.
· Prepare workstation including PC, tools, software access, and identification badge.

[bookmark: _r3j0mdwkavb8]4.2 Day 1: Orientation
· HR conducts a company orientation, covering company history, vision, mission, and organizational structure.
· Introduce the technician to their team, workspace, and mentor.
· Team Lead provides an overview of the MSP services, client base, and key processes.

[bookmark: _ye07ye680y1a]4.3 Training Phase (Week 1-2)
· Mentor provides a tour of the facility, pointing out key departments, facilities, and safety exits.
· Mentor explains the ticketing system, network monitoring tools, and other essential software.
· Technician undergoes hands-on training on basic tasks under mentor supervision.
· Weekly review meetings with Team Lead to gauge progress and address queries.

[bookmark: _av1towup6y6z]4.4 Integration Phase (Week 3-4)
· Technician starts working on real tasks, with reduced workload, under the watchful eye of the mentor.
· Attend team meetings, client calls, and any relevant internal training sessions.
· Feedback session with HR to discuss the onboarding experience and gather suggestions for improvement.

[bookmark: _nzqn7smp43cp]4.5 Completion of Onboarding (End of Month 1)
· Team Lead evaluates technician's readiness and performance.
·  If ready, the technician is assigned full workload and responsibilities.
· If further training is required, specific areas are identified, and additional support/training is arranged.

[bookmark: _wce6uaxmruo9]5. Documentation

· All training modules, completed tasks, and evaluations must be documented and filed both in the technician's personal file and the central database.
·  Technicians must sign off on each training module, confirming understanding and competency.

[bookmark: _28935mf2z69a]6. Revision History
· This SOP will be reviewed annually or whenever there is a significant change in the onboarding process.
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