Employee Onboarding
3" Edition

Steven M. Bragg



Table of Contents

Employee Onboarding.........cccceriiininnmemmnsninininsssss s s 1
Learning ObJECHVES. ..........ueiiiiaiiiiiiiiee e 1
INEFOAUCHION ... e 1
The Onboarding CONCEPL .........eeiiiieiiiiiiiiee e 1
The Need for ONboarding ..........ccoueeiiiiiiiiiiaae e 2
Prior to First DAy .....coooveiiiii 4
Departmental Prep ... 5
FIrSt DAy ..o 6
Peer AQVISOIS. ... e 8
General Orientation ..........ccuviiiiiie e 8
General Orientation TiPS .....ccvvviiiiiiiiiiee e 10
Business Orientation ... 12
Departmental Orientation.............ccccceeeeeeei 14
Personnel Orientation..............oooiiiiiiiiiiiiie e 15
Politics Orientation ..., 16
Culture Orientation ............covvvviiiiiiii 17
Setting the Future DireCtion............cccueiiiiiiiiiiiiiie e 20
JODb-SpeCific TraiNiNg ... ...ccoi i 21
90-Day New Employee Reception ..........cccccvvviiiii. 22
JOb ShadowWing........ueeiiiiiei e 22
A Stintin Customer ServiCe............uiviiiiiiiiiie e 22
Periodic REVIEWS.......cooiie e 23
Long-Term ONboarding .......c..ceeiiuiieieeeeee e e e e e 24

Executive Coaches ..........ooiiuiiiiiiiii e 24

Y [=) 1 o] 1 oo TR OO PPPPPPPPPPPPPPPPPPRt 24
New Hire Portal.........ooo e 26
Managing the Onboarding Process............coocoieieiieiiiiiiiiiiiieeeee e 27
Role of the Hiring Manager............cccuueiiiiiiiiiiiiieieee e 29
The Need for Interdepartmental Collaboration .................cccccovuneee.... 29
Baking Onboarding into an Organization............cccccceeviiiiieieniieennnns 30
Special Onboarding Challenges ............ccceeeiiiiiiiiiiiieeeeee, 31
[solated LOCAtioN.........ccooiviiiiiiiiiiii 31
[solated AQE GrOUP .......ooiiueiiiieee et e e 31
Limited Oversight....... ..o 32
Virtual WOTKErS ... 32
Onboarding Feedback ... 33
Onboarding Measurement ............ooooiiiiiiei i 33
New Employee Checklist...........ooouiiiiiiiiiie e 35
SUMMEAIY ettt e e e e e e et e e e e e e e s anneaeeeaaaeeas 37
Review QUESHIONS ... 39
REVIEW ANSWETS ...t e e e e e e e eeeeenaas 40
LT oL 7 | o 43
L T = 45





