Ultimate Guide To
Employee
-4 Onboarding

SETTING THE GROUNDWORK FOR
A LASTING RELATIONSHIP

-

A,

What is Employee Onboarding?

Employee onboarding is the process of transitioning new employees into
your organization, It introduces them to your culture, policies,
procedures, and team. Effective onboarding can provide lasting benefits.
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BEFORE THE FIRST DAY

Make a plan and send it to the new employee:

Tips for parking or public transportation
Dress code

Start time and scheduling
Documents/items to bring
Plus: Set up a new employee's

computer and software so it's ready to
go when they arrive!
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aweleome messoage isa
great way to make new employees feel excited
about the job that lies ahead. After a candidate
has accepted an offer, encourage your coworkers
to send the new employee an email welcoming
them to the team and offering to answer any
questions they may have.

MENEN () THE FIRST DAY

Troaning witiv the Manager

The onboarding process

should create an opportunity for the O g
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employee to build a relationship with

his or her manager. This is the time for

the manager and employee to learn

each other's communication styles,

and for the manager to clarify y
expectations and performance

standards.
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Training witv the Team

Once the new hire and the manager
are acquainted, it's time for the new
hire to get to know the team. Consider
pairing the new hire with a top
performer for training.

% 25% of companies said their onboarding
25% 2 program did not include any training.
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STAYING ON TRACK

Check in often
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A Establish a "graduation” period
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‘,-"' Hold regular informal or formal performance evaluations
\\ Schedule a follow-up meeting with the employee to
/ fillin additional details, revisit or address questions,
K and provide a forum for any concerns
“-.., ' Be patient: a successful onaboarding process lasts 30-60 days
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