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https://www.saplinghr.com/10-employee-onboarding-statistics-you-must-know-in-2022
https://business.linkedin.com/talent-solutions/resources/talent-management/complete-checklist-onboarding-new-hires?trk=eml-mktg-lts-20220824-mo2-2-virtual-onboarding-checklist&src=e-eml&mcid=6943537863196061696&veh=LHS_EMLP_20220824_MO2_2_Virtual_Onboarding_checklist_PROS_STFF_CORP_GLOBAL&cid=7016Q000000nRMyQAM

ONLY 12%  ONLY 29%

OF EMPLOYEES FEEL THEIR OF NEW HIRES FELT
COMPANY DID A GREAT PREPARED & SUPPORTED

JOB WITH ONBOARDING.** TO EXCEL IN THEIR ROLE.**

Clearly, organizations need to be doing more to optimize the

onboarding experience for new employees.

A better onboarding experience is linked to increased
employee engagement, enabling you to retain top talent
while driving performance.



https://www.shrm.org/resourcesandtools/tools-and-samples/toolkits/pages/understanding-employee-onboarding.aspx?_gac=1.253963002.1665764999.CjwKCAjwkaSaBhA4EiwALBgQaK1koiMjbHAuhi2QuMsXaWm52ajjizzeWhI36lPXYIsca6omQ2L7hxoCYS4QAvD_BwE&utm_source=marketo&utm_medium=email&utm_campaign=$%7BGA-Source%7D~$%7BGA-Campaign%7D~ES_2022_11-22%20TALENT%202023%20Navigating%20Layoffs&linktext=Understanding-Employee-Onboarding&mktoid=69131004&mkt_tok=ODIzLVRXUy05ODQAAAGIbamLImKJNtNkupxKelFkeluW4A0IxiBO4k8SmrJef80Ot4_PW9Z8qrF5V1p4OWZuftwDIsFKjEF_hDxlG1hiBTejAbW6R99CwyowWDvEPeFKGr2D
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hat is onboarding?

Onboarding is the initial process of orienting new employees and training them to

become contributing members of the team. In addition to equipping new hires

with the knowledge and tools they need to be successful in their new roles,
onboarding should also help new employees become fully engaged and culturall

acclimated, which means fostering the relationship with your new hires and

proving the company's dedication to investing in their professional growth.

Source


https://business.linkedin.com/talent-solutions/resources/talent-management/complete-checklist-onboarding-new-hires?trk=eml-mktg-lts-20220824-mo2-2-virtual-onboarding-checklist&src=e-eml&mcid=6943537863196061696&veh=LHS_EMLP_20220824_MO2_2_Virtual_Onboarding_checklist_PROS_STFF_CORP_GLOBAL&cid=7016Q000000nRMyQAM

e Think back to your first day on the job...

o How nervous were you?
o What were you worried about?
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Set the tone - We're happy you're here!, Welcome to the team!

Send a confirmation email before their first day - help them set the little worries
aside

Tell them what to expect - provide a schedule for the day if possible
Make sure someone is there to greet them

Show them around the building; introduce them to other staff members
Do whatever you can to help them feel welcome - little touches

Pre-hire activities - email log in, for example



Hello Larissa,

Again, welcome to CESA 9. We're thrilled to have you on the team!

On your first day, Monday, January 25th, please plan to be at the CESA 9 office for orientation. We'll start at
8:00am and finish up for the day around 3:30pm.

Here are a few things you should know before you get here on Monday, January 25th at 8:00am:

You can park in the front of the building and come in the front door. After day 1, when you come to
the office you'll want to park off to the side or in the back of the building. We leave the parking
spaces in the front for guests.

Bring two forms of identification and your banking information for your payroll paperwork.

You'll need social security numbers for yourself, your spouse, and any dependents that will be on the
health and dental plans.

We'll be taking your photo so bring your smile :)

There’s no need to bring your own lunch because your supervisor will be taking you out for lunch.
When you arrive on Monday you'll be greeted at the reception area by our receptionist, Jean or Jen,
who will show you to my office. We have a full day of orientation activities to help you get
acquainted with CESA 9, get you enrolled in benefits, logged into systems, etc.

Here's the schedule for the day:

25

JAN, MON ® 8-9am ORIENTATION OVERVIEW (LARISSA & HILARY)
@® 9:15-9:45am DING & LOGISTICS MEETING (LARISSA & JEAN)
® 10-10:45am ING (DAWN & LARISSA)
® 1lam-12pm MODUL
® 12-1pm LUNCH/BREAK
® 1-2pm MODULE TIME
® 2-3:30pm HR MEETING & GOOGLE TRAINING (LARISSA & HILARY)
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Checklists for everyone involved in pre-hire and

post-hire, including the new employee

o Ensures everything is covered

o Ensures consistency

Helps them build confidence in the organization

Don’t have a plan yet? Do some process mapping
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Link to Example



https://docs.google.com/document/d/1NlZNVyimcPQVbx6MeBI-eKfuIiudV8ehqffVcBn4-ds/preview?mode=html
https://docs.google.com/document/d/1NlZNVyimcPQVbx6MeBI-eKfuIiudV8ehqffVcBn4-ds/edit?usp=sharing

Orientation Overview

The Ori ion O iew provides a schedule and a ch

tasks and ings to be pleted
pages of this Ori ion Guide. Day I

Agendas for the face-to-face ings are included i

have been scheduled for you. The

they fit into your schedule.

tasks and events are left for you to schedule and complete as

nQ : ing O Mecting 30 Minutes sl-lhllra‘r:sogf;cme
nBulldigg & Logistics Meeting 30 Minutes |
MM Online Module: Getting to Know CESA 9 .Esl. 30 Minutes
MM Online Module: Building & Logistics VEsl. 30 Minutes .
iOMim Module: Employee Resources & Policies >Fsl. 30 Minutes |
V.Onlinc Module: Scheduling & Time Off .BL 30 Minutes -
MOnline Module: Payroll & Human Resources - Part 1& Part2 | : [
Please print and complete the payroll forms for your next meeting. .Esl. 40 Minulés |
Rsupervisor Mecting Est. 15 Hours
&% payrol & Human Resources Meting kit

MOnline Module: Working at CESA 9
MOnline Module: Finance & Operations
MR Online Module: Skyward
ﬁikma;d_fﬂssﬂ.us'

nl\dminislralivc Meeting®

MR Online Module: Technology & Equipment

Est. 30 Minutes

Est. 15 Minutes

Est. 15 Minutes

45 Minutes

45 Minutes

Est. 15 Minutes |

Required No'* | EBEvent Faciltation Meeting 45 Minutes
Required N6 * | §-p-Card Mecting 30 Minutes

Required No = BROnline Module: P-Card Est. 20 Minutes |

Orientation Meeting Agenda: Supervisor Meeting (Day 1)

Facilitator: Al Betry, Agency Administrator (abetry@cesa9.org, ext. 1490)

Location: Al's Office

1. Getto Know You

2. Schedule

3. Communication

4. Calendar

5. Get to Know the Work
a. Review Job Description
b. Work Assignments.
c. Review Department/Team
d. Resources & Contacts

6. Mentor

7. Regular Meetings

8. Expectations

9. Feedback

10. Policy

11. Schedule Check-Ins

12. Questions
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Consider the format and timing for when information is shared
oDon't expect to cover everything onday 1

Consider different formats for sharing the information

oMeet in person for the most important stuff and where the most questions come up
oHave other people meet with new employees

oHomework - Things to Read

oZooms for “when the time comes” type of things

oUse the software for the easy stuff

Take time to fill out paperwork together where people often get
stuck or you get the most questions
Leave less important stuff for later
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e Reminders
o“Homework”/To Do List

e Give Feedback
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Good KeSouvces

Website
Handbook/Policy
Instructions

o
o
o
e People



CESA 9 Employee Access

h

Resources

- Building Alarm System
- CESA 9 Alphabet Soup (Acronyms)

Collated Calendars

- Director Resources
~Google Drive Mapping

Inclement Weather Closing
Inclement Weather Event Cancellations.

. .
[ Pa)/rolé& B

Resources

Pol«lg/ & Procedur

- Crisis Plan
| - Culture Playbook

- Benefits

- Calendars

- Notices

- Paid Time Off (PTO)
- Payroll

- Injury Protocol
- Notices

———

Tech Support

- Conference Rooms
- RMM
- Phone Sysiem

Printing

Tech-Tips (Google, Zoom, Swivl)
- Watisite Loain

Tech Support

Contact Us

Newsletters

Onboarding



https://sites.google.com/cesa9.org/cesa9staffresources/home?authuser=0
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Make ‘\'h'mcﬁs Eaeq to Find

Organized

Accessible @
A one-stop shop

Handbook \\\
Directory

Link to CESA 9 Employee Access Website



https://sites.google.com/cesa9.org/cesa9staffresources/home?authuser=0
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An Twnclusive Process

e Cover as much as possible - The goal is to set them up for success
e Include others in the process - supervisor, administrator, etc.
e Your goalisto set them up for success
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Make sure people are on the same page
Make sure resources align
o Handbook and policy match
Make sure things are updated
Use agendas and checklists
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Orientation Meeting Agenda: Supervisor Meeting (Day 1)
1. Get to know the new person
a. Takethemto lunch
b. How's it goingso far?
c. What are you excited about?
d. What are you nervous about?
2. Schedule
a. Discuss the regular work schedule
Contracted Staff
d time is not dictated but staff should generally be
fy a ateif,
noti Whe <]
SMine posy; 7 Imin sst e
st ne as: wi
'ng open & Clos: aag:dm"' 55t whep compl Omplete
S Complete

1. Typical start time, en
day for calls, emails, etc.
/ Determr‘ne intery;
o team g .

available during the work
2. The minimum expectation of 7.5 hours per day
3, Explain how time, as workload allows, can be flexed (e.8. 10 hour day
today, could be 6 hour day tomorrow) r
3 R s > . [ Review,
4. Expectations for communicating whereabouts 0 both their supervisor / REV’_ew/a
e
and their support person via their “default” Google calendar [Sendinteryq,
: | Cong
5. Telework Policy & Telework Agreement / Refe,:,c: Elnterv,-eWS 2Min assistane o
a. Discuss policy ‘ kag,,,i"::e"‘“ " Scheduiing
'Reco Sistant
b. Complete telework agreement - be sure t0 communicate that “Oﬁer"’menu ‘hﬂdidaio TUn backgry,, [n]
i 2 B . | ZTer posit e to 4 nd ch
minimum expectations - more time in the office | Notiry adm,,°""°€anurda,s eency Admini;t‘:k g
[Work v N assistans W/ Direct,, Tator
ith D " of Fi
rector o g, Nance [u]
Flna,,Ce
to o
determ,,,e orienta ¥ 5
Ntation
2y/first gy o o DD
o %
e
D {3

you're setting the
may be needed and/or required
e app and the expectation of availablity when

. Explain the phon
teleworking

Hourly Staff

il
1. Starttime, end time

2. Unpaid lunch break



https://docs.google.com/spreadsheets/d/1x0bm2XntFJ02CtxteQupP8X5ChvNjbMlHTrDcZS4lYk/preview
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Contacts

e Beyond HR
e Assign men

)

(s

tor
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Gather & Use Feedback
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e Handoffs
e Take the Opportunity to Learn & Collect Data

o Exit survey or exit interview

e Be Consistent
o Checklist for HR

e Communicate Expectations, Tasks
o Checklist for the employee




Al Betry CESA 9 Employee Termination Checklist
E Jo ‘ 9 Agency Administrator
Cooperative Educational Service Agency #9 Name:

Quality Service 304 Kaphaem Road Tomahawk, WI 54487

Improving Education Ph. (715) 453-2141  FAX (715) 453-7519 www.cesad.org Last Day of Work:
Last Paycheck Date :
Benefit End Date:
Resi Retired/Layoff/Termi Retired (Circle One)

January 9, 2020

Prior to Last Day

Q Update and Send CESA 9 Employee Benefits Termination Letter

[J This letter should be an ATTACHMENT in an email, not copy and pasted.
1 Enter Termination Date in Skyward
Please read the following information regarding the end of your CESA 9 employment carefully. 1 Update email address in Skyward (still access check stubs and W-2s)

Dear (Employee Name),

J We ask that you complete a short exit survey regarding your experience as an employee

Last D
of CESA 9 (https://forms.gle/8m12kqJHgVNazb446). )4

Change Google Password & Set Out of Office Reply

d
1 Please drop off any CESA 9 owned technology (i.e. laptop or ipad) or materials at the 9 Collect Keys
CESA 9 office on or before your last day of work. a Collect P-Card
Our records indicate you have the following CESA 9 property: 1 Collect 1.D. Badge
> O Collect Technology
2 Notify IT Department (email Mike & Hanna)
d

1 Please drop off your CESA 9 p-card and unsubmitted receipts on or before your last day Notify bank if.appicable:

of work.
Less than 30 Days Prior to Last Day

1 Please drop off your CESA 9 |.D. badge before your last day of work. J Notify WCA/UMR Online (add the confirmation print out to the termination checklist)
1 Enter term on UMR to generate COBRA notices where applicable
J Term National Insurance (LTD & Life) (add the confirmation print out to the termination checklist)
(LTD termination date should be LAST DAY OF WORK; LIFE termination date should be LAST DAY OF

J Make sure your final expense report is submitted and your calendar is completed on or
before your last day.

0 Your last day of work at CESA 9 will be (date). Your last paycheck will post on (date). CONTRACT)
Here are the steps to terminate online:

1. Nisbenefits.com and log in with your credentials

—~1. 2. Click on the “employees” tab and find the employee you want to terminate

3. Click on “edit” next to the employee in question

Antiqo - Arbor Vitae-Woodruff - Athens - D.C. Everest - Edgar  Ekcho - Lac du Flambaau - Lakeland Union High - Marathon ity - Merril
MHLT (Minocqua) - Mosinee - North Lakeland - Northiand Pines - Phelps - Prentice - Rhinelande - b Lake - Stratford - Three Lakes » Tomahawk - Wausau

Reviewed/Updated: 9/3/2021

Page2of?



https://drive.google.com/file/d/1Z3fBpx5uS86_v65sxCCLapFJeQMwNeRn/view?usp=share_link
https://docs.google.com/document/d/1u8qJzWecOmO2Lymgue7gSxKPtzqwQ3IUe6Lol06i4BE/edit?usp=sharing

Acﬁvﬁ-\,

Think back to your first day worry...
Would any of these strategies have made your experience better?
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https:/bit.ly/SBOPONBOARDING
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http://bit.ly/2PfT4lq

