Onboarding New Employees  – Line Manager Guide


First impressions can have a lasting impact. Your company’s employee onboarding process is your chance to make an excellent first impression on new employees. This process should be about making the new employee feel welcomed, valued and prepared to succeed in their new role. 
A recent report by the Society for Human Resource Management showed that 1 in 25 employees leave their new jobs because of bad onboarding experiences.  
Poor onboarding can have many disastrous effects. It can set a new employee up for failure, inhibit workplace efficiency and change an employee’s outlook on your company. The result can be high costs and even higher turnover rates.
Here are some ways to improve your onboarding process for employee success.

Prepare Colleagues For The New Employee

· Prior to the new employee’s first day, send an announcement to all employees, either in-person or via email, welcoming them to the company. The announcement should tell them about the new employee’s role, a bit about their experience, what they’ll be doing at your company and encourage other employees to welcome them.

· When employees are aware of a new staff member ahead of time, they can be prepared to assist them on their first day. This will go a long way to making the new employee feel welcome.

Check new starter documentation

· It’s important to check that all documentation is in order in case there were any missing prior to starting. Ensure that ID has been certified and sent to HR for their records if not already done so.
Have the New Employee’s Workstation/Equipment Ready For Their First Day
· Having a “home base” that is ready for your new arrival is crucial to an employee’s first impression of your company. As a new employee, nothing is worse than not having the tools you need to be successful. Setting up the new employee’s computer, email and phone numbers ahead of time, and providing any necessary office supplies, can help a new colleague feel valued from day one. This gives the new employee the tools to perform at their best.
Make Introductions
· Schedule some time for the new employee to meet with key people and departments on their first day.  Although they may not remember everyone’s name, this will give them a good overview of where to go to get what they need. These introductions will also help them understand how your company works and how their role plays in the overall picture.

Plan a Team Lunch
· Arrange a lunch meeting or after work gathering for the new employee and their immediate team members within the first week. This will help break the ice and allow the employee to get to know their new colleagues in a relaxed environment. You don’t even need to leave the office for this step – employees can bring their lunch and gather in a conference room. Take the time to learn a little bit about your new employee outside of the interview process. When an employee feels valued by their team on both a personal and professional level, they are more likely to stick around for the long haul.  

Allow Plenty of Time For Training
· The first week or so with the new employee should focus on training. Even if the employee has performed the same job function elsewhere, there are bound to be differences between companies. Having a training plan in place is a vital part of helping new employees find their feet in an organisation. Your training should cover company rules, processes, procedures and expectations. Detailing what is expected of new employees sets a precedent by which they can measure their comfort in their new role

· Assigning a mentor from the employee’s department can also help them acclimatise to their job by giving them a person who is ready to answer their questions and walk them through some of their assignments

Don’t Forget To Follow Up
· This step is the most important and often the most overlooked by employers. Commit to your 30, 60 and 90-day check-ins with the new employee. Even if the employee is doing well and you feel like they don’t need an evaluation, meet with them. This is your opportunity to learn more about your company’s onboarding process from the employee perspective. Find out what they liked and didn’t like about your process and make changes as you see fit

Successful onboarding processes reflect the time and effort put into them. Take the time to be thoughtful and do your homework. 

The first few weeks are the most influential to a new hire’s outlook on your company - positive or negative - and sets the tone for their relationship with your business in the long-term
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For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
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  ___________________________________________________________________________________________________

Breathing Space HR Ltd, 13 Festoon Rooms, Sunny Bank Mills, 83-85 Town Street, Leeds, LS28 5UJ
                                                                              Company Registration Number 5872679                                               Page 1 of 1

For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
  ___________________________________________________________________________________________________

Breathing Space HR Ltd, 13 Festoon Rooms, Sunny Bank Mills, 83-85 Town Street, Leeds, LS28 5UJ
                                                           Company Registration Number 5872679                                                                    Page 2 of 3

[bookmark: _Hlk134004848]Six Stages of Employee Onboarding

[image: Shape

Description automatically generated]
image2.png
Education
and
Training

New
Employee

<:> —

Check-In
and
Feedback

Introduction
to Company,

People &
Role

Check-In
and
Feedback

Preparation
for
Onboarding




image1.png




