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A strong onboarding 
program can 
improve retention 
by 82%.

Source

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


Source

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




AN 
OPPORTUNITY!



What 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 culturally 

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


Activity
● Think back to your first day on the job…

○ How nervous were you? 
○ What were you worried about?



Do Not 
Welcome

-1-





Make Employees Feel 
Welcome
● 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





Have An 
Unorganized
Onboarding 

Process
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Have a Plan - Be Organized
● Checklists for everyone involved in pre-hire and 

post-hire, including the new employee
○ Ensures everything is covered
○ Ensures consistency

● Helps them build confidence in the organization
● Don’t have a plan yet? Do some process mapping



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




Give Them a 
Big ‘Ol Binder

-3-





Manage the Flow of 
Information
● Consider the format and timing for when information is shared

○Don’t expect to cover everything on day 1

● Consider different formats for sharing the information 
○Meet in person for the most important stuff and where the most questions come up
○Have other people meet with new employees 
○Homework - Things to Read 
○Zooms for “when the time comes” type of things
○Use 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



Never Follow 
Up
-4-



-someone famous



Check Ins & Follow Ups
● 30-60-90 Day Check-ins

○Supervisor
○Admin
○HR/Finance

● Reminders
○“Homework”/To Do List

● Give Feedback



Lack Good
Resources
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Good Resources
● Website
● Handbook/Policy
● Instructions
● People



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


Make Things 
Hard to Find
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Make Things Easy 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


Only Cover 
HR Topics
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An Inclusive Process
● Cover as much as possible - The goal is to set them up for success

● Include others in the process - supervisor, administrator, etc.

● Your goal is to set them up for success



Lack 
Clarity
-8-





Be Clear and Consistent
● Make sure people are on the same page

● Make sure resources align

○ Handbook and policy match

● Make sure things are updated

● Use agendas and checklists



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


Don’t Tell 
Them Who 
Contact
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Contacts
● Beyond HR

● Assign mentor(s)



Ignore or 
Don’t Ask for 

Feedback
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Gather & Use Feedback
● Informal
● Formal



Offboarding
● Handoffs
● Take the Opportunity to Learn & Collect Data

○ Exit survey or exit interview

● Be Consistent
○ Checklist for HR

● Communicate Expectations, Tasks
○ Checklist for the employee



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


Activity
Think back to your first day worry…
Would any of these strategies have made your experience better?



SLIDES

https://bit.ly/SBOPONBOARDING

QUESTION
S
???



THANK
YOU!



http://bit.ly/2PfT4lq

