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HELLO AND WELCOME 
TO BAYER 

This checklist is designed to assist you during your first few days and weeks. 
The aim is to help you integrate fully and smoothly into your new workplace.

Tasks in your first weeks as a new employee:
General work related information

· My manager has informed me about my role
· Have agreed upon objectives and expectations for the year with my 
manager and recorded them in the performance management tool
· My manager has informed me about Bayer’s mission statement and values
· My manager has given me a personal orientation plan 
· I know whom to contact regarding IT- and HR topics
· I got introduced to my buddy

· I used the intranet and HRonline to obtain further information

Technology
· I received necessary office equipment, including a computer

· All necessary business tools are set up
· I received  an introduction to technical tools (Outlook, Lync, diary)
· Personalized computer and printer settings and access rights are obtained
· My personal data in my phone directory is updated

Workplace
· I started to get to know colleagues and customers
· I got to know the layout of my workplace (toilets, kitchen, staff restaurant)
· I know which entrance to use and where to park
· I attended the induction course “Discovering Bayer”
· I received information about working hours (start and end of working day, breaks)[image: image6.jpg]
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For new employees





Your Onboarding Checklist
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