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Introduction

This guide is designed to provide you with a comprehensive framework for onboarding new
employees to your company.

As a business owner or manager, you know that attracting and retaining the right talent is
essential for the success of your business. And one of the most critical aspects of ensuring new
hires are set up for success is a well-structured onboarding process.

An effective onboarding process can significantly impact employee retention, engagement, and
productivity. It sets the tone for the employee's entire experience with your company and can
help them feel welcomed, supported, and motivated to do their best work.

This guide will walk you through the essential steps for onboarding new employees to your
company, including pre-boarding activities, first-day activities, training and development, and
ongoing support. By following this guide, you can establish a structured, effective onboarding
process that helps your new employees feel confident and prepared to contribute to your
business's success.

3



Table of Contents
Introduction 3

Part 1: Before Joining 6
1. Keeping employees informed 6
2. Set up the new employee's workspace 6
3. Notify others in the company 6
4. Send the new employee a welcome kit 6
5. Work with IT providers to order computer equipment, set up an email address, and set
up a phone and extension. 7
6. Order business cards and nameplates if needed. 7
7. Provide information to Accounting if the employee needs a credit card. 8

Part 2: Welcoming employees 9
Part 3: Settling In 10

Collection of employee information by HR 10
Company policies and codes 10

Part 4: Managers 12
Part 5: Reviews 13

How often will you be running reviews? 13
What type(s) of feedback will you collect in the review? 13
Should managers of managers have access to reviews of indirect reports? 14

Part 6: Goals 15
Will employees be setting both public and private goals? 15
Will you be inputting company-level goals? 15
Will there be department-level goals? 15
Determine if there are specific people who own those department-level goals. 16
Will you be integrating goals with reporting apps? 16

Part 7: Feedback 17
Will you want your employees to give private feedback to an individual's manager? 17
Do you have company values that can be attached to feedback? 17
How would you like the feedback to be sent or shared? 17

Part 8: Updates 18
Will all managers be using Updates with their direct reports? 18
How often should the update reminder email go out? (Weekly, Bi-weekly, Monthly) 18
Will you be using any templates or software? 18

Part 9: 1:1s 20
Will all managers be using the 1:1 tool for their in-person 1:1s with their direct reports?20
Are there any specific talking points? 20

Part 10: Engagement Surveys 21
When are you running your next Engagement survey? 21

Part 11: Grow 22

4



Will you create your own tracks and competencies or use one of SkillCat’s? 22
To assist with career development, will employees use the default growth area templates
or will you customize your own on SkillCat? 22

5



Part 1: Before Joining

1. Keeping employees informed

Clear communication about what time to report, who to report to, and where to report
can help employees feel organized and prepared for their workday. This information can
be shared through emails, phone calls, or in-person meetings with new hires. Managers
should also make sure to update employees on any changes to their schedule or
reporting procedures, so everyone is on the same page.

2. Set up the new employee's workspace

Setting up a new employee's workspace is an important part of onboarding in
companies. It can help new hires feel welcome and motivated to get started with their
new role. One way to make a new employee feel part of the team is to provide company
swags, such as hats or t-shirts, to wear on the job. This can create a sense of unity and
help new employees feel like they are part of something bigger.

3. Notify others in the company

Notifying others in the company via email of a new employee's start date, background,
and job title is an important step in onboarding. This communication can help to build
excitement around the new hire and make them feel welcomed into the company culture.
Sharing information about the new employee's background and job title can help to
establish their role within the organization and provide context for their work. This can
also be an opportunity for current employees to reach out and welcome the new hire to
the team.

4. Send the new employee a welcome kit

When a new employee joins a company, it is important to make them feel welcomed and
valued from day one. One way to achieve this is by sending the new employee a
welcome kit, which can include a variety of items to help them get started in their new
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role. The welcome kit should be carefully curated and designed to make the new
employee feel appreciated and informed about their new workplace.

The welcome kit should include a letter from the owner, welcoming the new employee to
the company and sharing some insights into the company's culture and values. This can
help new employees understand what is expected of them and what they can expect
from the company. Additionally, the welcome kit should include important paperwork,
such as tax forms, direct deposit information, and employee policies and procedures. By
providing this information upfront, the new employee can focus on their job and feel
supported by the company. A benefits overview sheet can also be included to give the
new employee an overview of their benefits package, including health insurance,
retirement plans, and other benefits they may be eligible for. Finally, an internal
newsletter can provide a snapshot of the company culture, as well as an overview of
upcoming events, new hires, and other important news.

5. Work with IT providers to order computer equipment, set up an
email address, and set up a phone and extension.

It is beneficial for companies to work with IT providers to set up the required technology
for new employees. This includes ordering computer equipment, setting up an email
address, and establishing a phone and extension number.

Setting up an email address and a phone with an extension number is essential to
ensure effective communication within the company and with clients. With access to the
right technology, employees can stay connected with their colleagues and customers,
even when working remotely. Moreover, computer equipment with the necessary
software and tools can significantly enhance productivity, allowing employees to carry
out their tasks more efficiently.

6. Order business cards and nameplates if needed.

Ordering business cards and nameplates is an essential step when onboarding new
employees in the company. These items not only help employees to feel more
professional and official in their roles, but they also serve as a way for employees to
represent the company during networking events, client meetings, and other
business-related activities.

Business cards are particularly important for employees who are regularly in contact with
clients or vendors. By having a professional-looking business card with their name, job
title, and contact information, they can easily share their details with potential clients or
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collaborators, helping to expand the company's network and increase business
opportunities. Nameplates, on the other hand, are helpful for employees who have
frequent in-person interactions with colleagues and customers, as they can help to
identify the person and their role within the company.

7. Provide information to Accounting if the employee needs a
credit card.

Providing a credit card to an employee can be an important part of their job
responsibilities, especially in this industry where employees may need to make
purchases for supplies, equipment, or travel expenses. In order to facilitate this process,
it's important for the HR department to work closely with the company's accounting team
to ensure that the new employee's credit card needs are met in a timely and efficient
manner. This may involve gathering information about the employee's credit history and
ensuring that they have the necessary documentation to qualify for a company credit
card.

Once the employee's credit card needs have been determined, the HR department can
work with the accounting team to order the card and set up any necessary accounts or
reporting processes. This may also involve setting spending limits, tracking expenses,
and ensuring that the employee is aware of any guidelines or restrictions related to their
credit card use. By providing this information to accounting and working closely with
them throughout the process, companies can ensure that their new employees have the
resources they need to succeed in their roles and that their financial responsibilities are
managed efficiently and responsibly.
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Part 2: Welcoming employees

1. Provide a warm and friendly welcome: Greet new employees with a smile, introduce
yourself, and show them around the office. Make sure they feel comfortable and
welcomed.

2. Introduce the team: Introduce new employees to the team and explain their roles in the
company. This will help them to feel like they are part of the team and that they are
valued.

3. Give them an overview of the company: Explain the company’s history, values, and
goals. This will help new employees to understand the company culture and their role in
achieving company goals.

4. Assign a mentor: Assign a mentor to new employees who can guide them and help them
settle into the company. This will also help them to feel like they have someone to turn to
for guidance.

5. Have a welcome lunch: Organize a welcome lunch for new employees to get to know the
team and the company culture in a more relaxed setting. This will help them to feel like
they are part of the team and that they are valued.
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Part 3: Settling In

Collection of employee information by HR

1. Personal Information: Full name, address, phone number, emergency contact
information, and other relevant contact details.

2. Employment Information: Start date, job title, employment status, salary, and benefits
information.

3. Educational Background: Educational qualifications, certifications, licenses, and relevant
training.

4. Previous Employment Information: Previous employers, job titles, responsibilities, length
of employment, and reasons for leaving.

5. Background Check Authorization: Signed authorization for conducting background
checks, as required by law and company policy.

6. Tax Forms: Completed W-4 form, I-9 form, and other tax-related documents.

Company policies and codes

1. Safety Policies: The new employee should be informed about the company's safety
policies and procedures, including measures to prevent workplace accidents and
injuries.

2. Code of Conduct: The new employee should be familiar with the company's code of
conduct, which outlines the standards of behavior and professionalism expected from
employees.

3. Dress Code:  businesses often require specific attire, such as work boots, high visibility
clothing, and personal protective equipment (PPE) to ensure safety on the job.

4. Attendance and Punctuality: The new employee should be informed of the company's
policies on attendance and punctuality, as well as any procedures for requesting time off
or reporting sick leave.

5. Ethics Policies: The new employee should be familiar with the company's policies on
ethical behavior, including conflict of interest policies, anti-discrimination policies, and
anti-harassment policies.

6. Customer Service Policies:  businesses rely heavily on customer satisfaction, so the new
employee should be familiar with the company's policies on providing excellent customer
service, including how to communicate effectively with clients.

7. Technical and Quality Standards: The new employee should be informed of the technical
and quality standards that the company adheres to in order to deliver high-quality
workmanship.
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8. Equipment Maintenance and Care: The new employee should be informed about the
company's policies and procedures for maintaining and caring for equipment, including
tools, machinery, and vehicles.

9. Timekeeping and Payroll: The new employee should be informed of the company's
policies on timekeeping and payroll, including the method and frequency of payment,
overtime pay, and any deductions.

10. Training and Development: The new employee should be informed of the company's
policies and procedures for ongoing training and development, as well as any
opportunities for career advancement.

11. Environmental and Sustainability Policies: The new employee should be familiar with the
company's policies and procedures for promoting environmental sustainability and
reducing the business's impact on the environment.

12. Emergency Response and Evacuation: The new employee should be informed of the
company's policies and procedures for responding to emergencies and evacuating the
workplace in case of fire, natural disaster, or other emergencies.

13. Confidentiality and Privacy Policies: The new employee should be familiar with the
company's policies on confidentiality and privacy, including how to handle sensitive
information and maintain client confidentiality.

14. Quality Assurance Policies: The new employee should be informed of the company's
policies and procedures for quality assurance, including any quality control measures
that need to be taken to ensure that the work meets the highest standards.

15. Record-Keeping and Reporting: The new employee should be informed of the
company's policies and procedures for record-keeping and reporting, including any
paperwork, documentation, or reporting requirements related to the job.
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Part 4: Managers

1. Clarify reporting structure: Ensure that new employees understand who their managers
are and how to communicate with them. This can include providing an organizational
chart, outlining reporting channels, and establishing communication protocols.

2. Provide clear call assignment procedures: Work with managers to develop clear
procedures for assigning calls to employees. This can include outlining how calls will be
dispatched, how employees will be notified of new calls, and how priority levels will be
determined.

3. Establish communication protocols: Establish clear guidelines for how communication
should be conducted between employees and managers. This can include preferred
communication methods, response time expectations, and escalation procedures.
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Part 5: Reviews

How often will you be running reviews?

Conducting performance reviews is an essential part of managing employees in a company. It
provides an opportunity to assess performance, provide feedback, and set goals for the future.
The frequency of reviews is an important consideration, as it can have an impact on employee
engagement, job satisfaction, and overall performance.

Some  companies opt to run reviews quarterly, which allows for more frequent feedback and
goal-setting. These reviews can be less formal and focus on specific projects or goals and can
help employees stay on track throughout the year.

Others choose to run mid-year and annual reviews, which offer a more comprehensive
assessment of employee performance. These reviews can be used to evaluate progress toward
goals, assess strengths and weaknesses, and provide feedback on overall job performance.
They also provide an opportunity to set new goals for the coming year and can be a valuable
tool for career development and succession planning.

The frequency of performance reviews should be determined by the needs of the company and
its employees. The size of the team, the nature of the work performed, and the overall company
culture can all influence how often reviews are conducted.

What type(s) of feedback will you collect in the review?

To conduct an effective performance review, consider what types of feedback to collect.
Common types include self-reviews, manager reviews, peer reviews, and upward reviews.
Self-reviews offer insights into an employee's own performance and achievements, while
manager reviews provide an overview of their work and progress.

Peer reviews provide a well-rounded perspective on teamwork, and upward reviews provide
feedback on the manager's leadership. It's important to select the most appropriate feedback
types and ensure the feedback is constructive, actionable, and aligned with the company's goals
and values. Collecting different types of feedback can offer a comprehensive assessment of an
employee's performance and potential areas for improvement.
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Should managers of managers have access to reviews of indirect
reports?

The decision of whether managers of managers should have access to reviews of indirect
reports is a complex one that requires careful consideration.

On the one hand, allowing managers of managers to have access to the reviews of indirect
reports can provide a more holistic and complete view of an employee's performance. This can
be especially useful in identifying areas for improvement, ensuring consistency in the review
process, and providing a more thorough assessment of employee performance. However, on
the other hand, this can also create concerns around confidentiality and privacy.

Ultimately, a company should weigh the potential benefits and risks of allowing managers of
managers to have access to reviews of indirect reports. They should also ensure that all
feedback is constructive, actionable, and aligned with the goals and values of the company. This
decision should be made based on the particular needs and culture of the company, as well as
the level of trust and communication between managers and their direct reports.
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Part 6: Goals

Will employees be setting both public and private goals?

During performance reviews, employees may have the opportunity to set both public and private
goals. Public goals are those that are visible to the entire company, while private goals are only
visible to the employee's manager. Public goals can be a useful tool for promoting transparency
and accountability within the company, as well as for encouraging employees to work together
to achieve shared goals. On the other hand, private goals can be beneficial for employees who
want to work on individual projects or professional development without sharing their plans with
the entire company. By setting both public and private goals, employees can work toward a
combination of individual and company-wide objectives and receive feedback from their
managers and coworkers to ensure they are on the right track.

Will you be inputting company-level goals?

It's important to consider whether company-level goals will be incorporated into the review
process. Company-level goals are overarching objectives that the company as a whole is
working toward, and they can be a powerful tool for aligning employee performance with the
goals and values of the business. By including company-level goals in the review process,
managers can help ensure that their employees are working toward objectives that are
meaningful and relevant to the success of the company.

Will there be department-level goals?

department-level goals may be especially relevant as there are likely to be distinct teams within
the organization with different objectives and areas of focus. For example, the installation team
may have goals related to improving efficiency in completing installations, while the
maintenance team may have goals related to reducing the frequency of  system breakdowns.

Department-level goals can provide a clear direction for the team and ensure that everyone is
aligned in working towards common objectives. When setting these goals, it's important to
ensure that they are specific, measurable, achievable, relevant, and time-bound. By setting
department-level goals that are aligned with the overall company goals and values,  companies
can help to foster a culture of teamwork and collaboration, while also driving progress towards
achieving strategic objectives.
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Determine if there are specific people who own those
department-level goals.

It's important to determine if there are specific people who own department-level goals. This
means identifying who is responsible for ensuring that the goals are achieved and who will be
held accountable for any issues or challenges that arise.

Assigning ownership of department-level goals can help to ensure that everyone knows their
roles and responsibilities and that there is clarity around who is responsible for driving progress
and making decisions. It can also help to foster a sense of ownership and commitment among
team members, as they work together to achieve shared goals.

By determining who owns department-level goals, a company can ensure that there is
alignment between individual and team goals and that everyone is working towards a common
purpose. This can help to improve collaboration, productivity, and overall performance, and can
support the company's success in achieving its objectives.

Will you be integrating goals with reporting apps?

In a company, integrating goals with reporting apps can be particularly beneficial, as it can help
to ensure that all work is aligned with the overall goals and mission of the company.
When integrating goals with reporting apps, it's important to ensure that the tools being used are
user-friendly and accessible to all employees. This may involve providing training and support to
ensure that all employees understand how to use the tools effectively. It's also important to
ensure that the goals being tracked are measurable, specific, and relevant to the work being
performed. By regularly tracking progress towards goals and integrating them with reporting
apps,  companies can help to ensure that all employees are working towards common
objectives and contributing to the success of the company as a whole.
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Part 7: Feedback

Will you want your employees to give private feedback to an
individual's manager?

It's important to consider the best approach to collecting feedback on employee performance.
One option is to allow employees to provide private feedback to an individual's manager. This
can provide valuable insight into the employee's work style and areas for improvement. Overall,
allowing for private feedback can be a useful tool in managing employee performance, but it
should be implemented thoughtfully and with clear guidelines in place.

Do you have company values that can be attached to feedback?

Having company values that can be attached to feedback is important in creating a culture that
reflects the beliefs and principles of the organization. In a company, it's essential to have a set
of values that align with the business's mission and purpose, and that can guide employees in
their decision-making and behaviors. When feedback is linked to company values, it can
reinforce the importance of those values and help employees see how their work aligns with the
overall vision of the organization.

How would you like the feedback to be sent or shared?

As a new employee, it is essential to understand the process of giving and receiving feedback in
a company. Feedback is crucial for personal and professional growth, and it helps identify areas
where one needs to improve. Before starting, employees should ask their managers how they
would like the feedback to be shared. In some companies, managers may prefer a face-to-face
discussion, while in others, they may prefer an email or a written report. It is important to know
what is expected of you as an employee and how the feedback will be received and
implemented.

Feedback is a two-way street. Employees should also ask their managers how they will provide
feedback to them. Managers may give feedback on a regular basis or as needed, and it can be
either formal or informal. Formal feedback may be given during performance reviews, while
informal feedback may be given during a regular meeting or in passing. As an employee, it is
important to be open to receiving feedback and to take it constructively, rather than defensively.
This will help foster a positive and growth-oriented work environment.
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Part 8: Updates

Will all managers be using Updates with their direct reports?

Using Updates can be an effective way for managers to stay informed about the progress of
projects, provide feedback, and identify potential roadblocks. However, it is important to make
sure that all team members are comfortable using the platform and understand how to use it
effectively. Additionally, it may be necessary to establish guidelines or expectations around how
frequently Updates should be shared and what types of information should be included. By
setting clear expectations and providing training or support as needed, managers can help
ensure that the use of Updates is a valuable tool for communication and collaboration within the
team.

How often should the update reminder email go out? (Weekly,
Bi-weekly, Monthly)

Some managers may prefer weekly updates to stay on top of their team's progress, while others
may find bi-weekly or monthly updates more appropriate. It's important to strike a balance
between staying informed and not overburdening employees with too many emails.

Managers may also want to consider the nature of the work being done and adjust the
frequency of the update reminder email accordingly. For example, if the company is working on
a particularly large project or a project with a tight deadline, more frequent updates may be
necessary. On the other hand, if the work is more routine, less frequent updates may be
appropriate. Overall, managers should strive to find a balance that works for their team and
ensures that everyone stays on track and informed about the work being done.

Will you be using any templates or software?

Using templates or software to provide updates can help ensure consistency and efficiency in
communication. There are several options available, ranging from simple email templates to
more sophisticated project management software.

For example, some companies may use email templates or standardized forms to report
progress on specific tasks or projects. This can help ensure that all necessary information is
included in the update and that it is presented clearly and concisely.

18



Alternatively, some companies may use project management software to track progress on
multiple projects and provide updates to relevant team members. These tools can allow for
more detailed reporting, including the ability to track individual tasks, assign deadlines, and
collaborate with team members in real time.

Ultimately, the choice of templates or software will depend on the specific needs and goals of
the company, as well as the preferences of individual managers and employees. Whatever the
approach, the key is to establish clear expectations and processes for providing updates and
ensure that all relevant team members are aware of these expectations.
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Part 9: 1:1s

Will all managers be using the 1:1 tool for their in-person 1:1s with
their direct reports?

Using a 1:1 tool can be a great way for managers to stay organized and productive during their
in-person meetings with direct reports. These tools allow managers and employees to
collaborate on a shared document or board, tracking progress on goals and discussing action
items.

Whether or not all managers in a company will use a 1:1 tool for their in-person meetings will
depend on the specific company's policies and preferences. However, implementing a
standardized 1:1 tool across the organization can help ensure that all employees receive
consistent and effective feedback and support.

Are there any specific talking points?

Some common talking points that could be discussed in 1:1 meetings between managers and
direct reports include:

1. Progress updates on ongoing projects and tasks.
2. Clarification on job responsibilities and expectations.
3. Feedback on performance and areas for improvement.
4. Goal setting and career development planning.
5. Addressing any concerns or challenges the employee may be facing.
6. Discuss work-life balance and any potential adjustments that could be made to support

it.
7. Building a strong working relationship and rapport between manager and employee.
8. Encouraging open communication and dialogue between the manager and employee.
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Part 10: Engagement Surveys

When are you running your next Engagement survey?

Running regular engagement surveys is a great way for companies to gauge employee
satisfaction and identify areas for improvement. The frequency of these surveys can vary, but
many companies choose to conduct them annually or bi-annually.

The timing of engagement surveys can also depend on the company's goals and priorities. For
example, if there have been recent changes or initiatives implemented, it may be beneficial to
run a survey shortly after to gauge employee opinions and feedback. Additionally, if the
company is experiencing high turnover or low morale, it may be helpful to run a survey sooner
to address any concerns and make improvements. Ultimately, the timing of engagement surveys
should align with the company's goals and needs.
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Part 11: Grow

Will you create your own tracks and competencies or use one of
SkillCat’s?

When it comes to employee training and development, one important decision to make is
whether to create your own tracks and competencies or to use an existing program such as
SkillCat. Using SkillCat you can save time and resources, as their library of courses and
competencies covers a wide range of topics and skills. However, creating your own tracks and
competencies can allow for greater customization to fit the specific needs of your company and
its employees. Ultimately, the decision will depend on the unique circumstances and goals of the
company, as well as the resources available for training and development.

To assist with career development, will employees use the default
growth area templates or will you customize your own on SkillCat?

Customizing growth area templates can be a great way to tailor career development plans to the
specific needs of employees in the company. By using SkillCat, employees can create
personalized development plans, identify areas for improvement, and work towards career
goals. While default growth area templates can be a helpful starting point, customizing them can
better suit the unique needs and goals of employees.

By customizing growth area templates, companies can provide employees with more relevant,
specific, and actionable feedback. This approach can lead to increased employee satisfaction
and retention, as well as improved overall performance. Additionally, customizing growth area
templates shows a commitment to employee development and investment in their success. As a
result, this can create a positive workplace culture and contribute to long-term success in the
company.
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