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Introduction
Why do I need to plan my onboarding process?
Most new hires on their first day have difficulties adjusting to new processes, tools and
responsibilities. This difficulty will translate into slow
productivity, affecting your organisation’s ability to

When you don’t provide
enough initial support,
turnover is a big threat with

meet target objectives.
Despite most organisations spending time after the
onboarding process to lay out expectations,
requirements and the overall feel of the company, it
adversely is a time consuming constraint. You can
minimise this time spent and redirect it to other areas
in your organisation needing attention. How this can

50% of new hires
leaving their new
jobs within the
first 120 days of
starting

be done is by pre-planning your onboarding process.

*Source: SHRM

In today’s modern workplace, it’s pivotal to ensure your new hires adjust quickly and
smoothly into your organisation, such as having them understand:
•

how to adopt the right attitude

•

which information is important

•

which skills they need

A structured onboarding plan that covers these areas will assess whether the potential
new hire is a right fit for the role or not. This eliminates time spent on implementing this
expectation after they are initiated into the company, only to overwhelm them resulting
in them falling short and quitting.

Why should you follow this guide?
It takes an average of

8 months for an
employee to be
completely
productive

As a blueprint to help you assess your new hire’s
potential capacity to comply with your company’s
guidelines, here is a compilation of cheat sheets and
checklists we have put together. We hope it will let
you create an effective onboarding program, in line with
your organisation's goals and objectives.

*Source: American Express
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We cover onboarding necessities to be covered upon the interview stage, including:
1.

Setting your onboarding objectives

2. Identifying the onboarding stakeholders
3. Defining your organisational profile
4. Creating a pre-onboarding checklist
5. Developing a new hire orientation checklist
6. Providing a first day checklist
7. Self-assessing your onboarding effectiveness
8. Creating a learning plan that’s relevant
These lists and worksheets will show you how to build a successful company-wide
onboarding program. They will help you determine the contacts, equipment and
training your employees need to be perform and give the most out of them.
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Quick Onboarding Roadmap
Employee Name:

Title:

Manager’s Name:

Titile:

STAGE

DURATION

OBJECTIVES

WHEN

WHO

First Day/Welcome
Agreement Signature
Site Visit
OH&S Training
Mentor Appointment
HR Document &
Policies Provision
Team Presentation
Introduction to the
hierarchy (office,
advisor, etc.)
Introduction to other
internal stakeholders
Introduction to
external stakeholders
Review of position’s
missions & objectives.
Setup milestones/KPI
Training &
implementation plan
preparation
First Interview
(half-way through
probation)

Second Interview
(end of probation
period)
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Onboarding Stakeholders
Use this table to identify key stakeholders that should be involved in the onboarding
process, identify the stages where they are relevant:
STAGE

WHO?
(key stakeholders)

Pre-Onboarding
Upon job offer
acceptation

First Day
First working day

Orientation
Workplace introduction

Training
How to perform in role

Evaluation
How to check
performance
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Defining Your Organisation’s Profile
Use this worksheet to create an introduction to your organisation:
ORGANISATIONAL CULTURE

MISSION
Our purpose.

VISION
Where we want to go.

VALUES
What we believe in.

ORGANISATION BACKGROUND

HISTORY
Where we come from.

STRATEGY
How do we get there.

GOALS & OBJECTIVES
How we gauge our
success

© EmployeeConnect 2016. All rights reserved.

The Ultimate Guide to New Employee Onboarding

7

Pre-Onboarding Checklist
Use this checklist as a guide to help you get ready for your new employee’s first day:

Employee Name:

Title:

Offer letter
Background checks (licenses, references, etc.)
Work agreement signature
Employee manual
Business overview
OH&S training
First Day roadmap & new hire tasks
Workstation preparation
Work equipment preparation
Order uniforms & name badges
Order business cards
Schedule orientation
Schedule site tour
Schedule training
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First 30 Days Checklist
Use this checklist as a guide to plan your new employee’s first day. Add other elements
as required.

Employee Name:

Title:

First Day
Welcome to the team
Site tour
Set expectations
Introduction to the company’s culture
Assign a mentor
Take out to lunch
Provide access to HR documents and internal policies
Assign first tasks

First Week
Assign first project
Provide training to work tools

First Month
Schedule performance review
Overview long-term goals and objectives
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Learning & Training Worksheet
How to use this worksheet
Use section 1 of this document to guide you with the identification of a training plan
learning objectives. In section 2, you will develop an implementation plan to reach those
objectives.

Section 1 – Learning Plan
Use the following questions to determine a learning plan with new employees:
•

Which competencies and knowledge are required to perform well in this
position?

•

Which courses are relevant to learn those skills and gain that knowledge?

•

How will you use that knowledge in your day to day tasks?

•

What are your objectives for this course?

Section 2 – Implementation plan
Action learnings from the selected training courses by scheduling an implementation
plan. List three main key learning from each course.

Course Name:
Key Learning:
Action:

Due Date:

1.
2.
3.
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About EmployeeConnect
Under an increased pressure to make the most out of limited resources, there’s never
been a more important time for HR managers to maximise their workforce.
EmployeeConnect offers a complete HR automation system to help you make the most
of your most precious asset: your people.

Our Mission

Who is EmployeeConnect for?

Since 1997, our company mission remains

From start-ups of ten and up to

to be the leading best of breed workflow

organisations of several thousands, we

driven HRIS in the world. As we continue

can offer a solution that is right for your

to set the bar as high as possible, we give

business. Designed to scale as you grow,

you all the tools to connect and transform

EmployeeConnect is being used by a

your workforce with complete flexibility

range of organisations including the

and control.

private sector, local government, nonprofit, and more to make the best of their
employees and increase engagement.

What We Deliver
With an end-to-end employee management solution, you can be guaranteed to
optimise every step of the employee’s lifecycle. Here is how we do that:
Automate

Measure

Streamline any business rules easily thanks to a

Through HR analytics, leverage

highly flexible and customizable platform.

the power of data with over

Align
Turn performance into a conversation and set

+200 reports and dashboards.
Empower

key performance indicators and objectives in

EmployeeConnect is a

line with your organisational goals.

collaborative platform where

Comply

employees, managers and HR
work together to yield better

Increase compliance by enforcing consistent

productivity and improved

and transparent business rules.

communication.
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