
O
nboarding Plan

A docum
ent to guide you as you navigate 

your first few
 w

eeks at w
ork.



W
elcom

e

W
e're so glad you're here!

Eylisha
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M
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m
ates
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W
elcom

e to the Team
I w

ould firstly like to w
elcom

e you and congratulate you on successfully m
aking it through our

recruitm
ent process, and joining our highly effective team

 of highly effective people. 

You w
ill becom

e an im
portant part of the team

 in your new
 role. W

e w
ant you to have great pride in

your achievem
ent and the achievem

ents you w
ill accom

plish during your career w
ith us. W

e w
ant you

to enjoy w
hat you do because w

e know
 that w

hat people enjoy they do w
ell at. 

W
e w

ish you great success and fulfilm
ent in your role and in the team

 effort, to w
hich you w

ill
contribute, to m

ake our com
pany the best in its field and in achieving its Goals.



Zoe Basing

YO
UR

M
AN

AG
ER IS:

6 M
onths

PRO
BATIO

N
PERIO

D

Pay D
ay is on the

1st of Each M
onth

PAY

Rear of the
Building in Bays

N
um

bered 3

PARKIN
G

Located on
G

round Floor H
elp

yourself to Tea,
C

offee, M
ilk and

W
ater

KITCH
EN

Zoe Basing

FIRST AIDER

Frequently Asked Q
uestions



O
ur com

pany's m
ission

To build a trusted sustainable
team

, that delivers great
service, excelling the needs of

our custom
ers.



O
ur Com

pany's Values

Be the best you can be
and lead by exam

ple
w

ith consistency.

1

Integrity - A
lw

ays speak
the truth. H

onesty is the
best policy.

2
W

e’re a com
pany that

pursues excellence and
sim

plicity in all
aspects.

3



Com
pany M

ission and G
oals for 2023

50
N

ew
 C

ustom
ers 2022/2023

£3M
 PA

Target Revenue



M
eet the G

roupsSales

Recruitm
ent

Electrical
Engineers

H
elpdesk

Training

M
echanical

Engineers

Finance

D
evelopm

ent

Subcontractors

O
perations

H
um

an Resources G
roup

Field 



G
A

RY

Subcontractors

ZO
E

M
arlo

C
RA

IG

Eylisha

C
EO

H
R

Electrical M
anager

O
PS D

IREC
TO

R

O
perational C

oordinator

gclatw
orthy@

sclm
anagedservices.com

zbasing@
sclm

anagedservices.com

m
w

eeks@
sclm

anagedservices.com

charrison@
sclm

anagedservices.com

helpdesk@
sclm

anagedservices.com

M
eet Your

Team
m

ates



Project 1

Project 2

Project 3

Your Role
Tim

eline
D

escription of the Task or P
roject

C
om

plete Training on JobLogic

C
om

plete Training on O
stara

C
oordinate the reactive callouts for

W
hitbread C

ontract w
ithin the set

KPI's

Key M
etrics

To be able to log and deploy
jobs
To be able to raise and
allocate Purchase orders

To be able to pick up jobs from
O

stara D
aily and A

udit and
C

lose dow
n attended w

orks
preparing them

 for invoicing 

1st W
eek

2nd M
onth

3rd M
onth



Zoe Basing 
 

These are the follow
ing item

s your coach w
ill do for you:

Your Coach

Zoe w
ill be your buddy

and com
plete your

induction on your first
w

eek at w
ork.

Zoe w
ill help you identify

your professional goals.

Zoe w
ill guide you every step

of the w
ay in your first three

m
onths at w

ork.



These are action item
s to 

be accom
plished in your 

first tw
o w

eeks at w
ork.

O
nboarding

Checklist

Subm
it signed policies

Com
plete assessm

ents

Attend onboarding session

M
eet w

ith coach

Set up tools



U
se Eylisha A

ylw
ard

Passw
ord:

sclm
s2023

Com
pany Laptop

Your Em
ail A

ddress:
eaylw

ard@
sclm

anagedservices.com
 

Passw
ord:

BlueLion28*

Em
ail and Com

m
s

U
ser  N

am
e 

helpdesk@
sclm

anagedservices.com
Passw

ord:
SC

Lm
s2023@

 

W
ebcom

 Telephone Access

A
ttached to Em

ail 

Com
pany H

andbook

LO
G

IN
S 



D
isciplinary and

G
rievance P

rocedures. 
SC

LQ
A

P 16 and SC
LQ

A
P 17

H
ealth &

 Safety P
olicy  

SC
LQ

A
P 10

Environm
ental &

Sustainability P
olicy 

SC
LQ

A
P 11

Please m
ake sure you read and sign

your copy and return to your line
m

anager.

O
ur Policies 

Equality &
 D

iversity 
SC

LED
P 01

C
ustom

er C
are P

olicy
&

 C
om

plaints 
SC

LC
C

P 01

A
nti Bribery P

olicy 
SC

LA
BP 01. 

Risk A
ssessm

ents
P

rocedure 
SC

LQ
A

P 10-7.

CLICK TH
E O

RAN
G

E ICO
N

S TO
 READ AN

D SIG
N

 
th

e
 b

lu
e

 ico
n

s w
ill b

e
 availab

le
 in

 yo
u

r h
an

d
b

o
o

k 



IT Q
ueries

TD
R C

om
puters

support@
tdrcom

puters.com

H
R Q

ueries
Zoe Basing
zbasing@

sclm
anagedservices.com

G
eneral Q

ueries
C

raig H
arrison

charrison@
sclm

anagedservices.com

Feel free to reach out!

Do you have
any questions? 



your onboarding session is booked for:

02.05.2023
20A H

igh St, M
aldon CM

9 5PJ
Zoe Basing


