cierp  Managing an employee’s onboarding
T process

You have just
offered an individual

a role within your
business.

Onboarding is the activity of integrating
new starters into your business and
helping to familiarise them with your
goals and processes.

Onboarding only
applies to candidates

Has the candidate % No % who were given an
accepted a job offer? offer for a job and has

o accepted either formally

or informally.
Yes

Procedure complete

Prepare the onboarding plan to introduce
them to your:

e Company policies and culture (such
as your holiday days and dress code).

e Terms and conditions of their
employment.

o Regular duties and responsibilities.

¢ The location where they work.
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This may include an induction
stage and introduction to daily

Are you aware of the 7 No life at your business. You can
onboarding steps you include a:
can take?

o ¢ General introduction to
your business—including
J/ a guided tour, maybe
virtually.

¢ Check through your

Yes employee handbook.

¢ Run through your
policies and procedures.

¢ Introduction to colleagues.
e Health and safety

runthrough.
Double-check them to ensure you have
everything covered for the new starter’s
specific role.
Ensure you have done the
' following:
¢ Make a digital
Go through the steps of induction and introduction to the rest of
introduction as part of the onboarding your workforce—you can do
process with the employee. this with a company-wide
email.
¢ Setup the employee with
: communication tools, so

they can have real-time
conversations with their
colleagues.

¢ Provide training for

Did you implement a virtual % Yes _\/_ the systems, tools, and

onboarding process? resources that your
business uses.
o * Provide business
transparency on
J/ expectations and the
policies you have.

e Ask a colleague in a similar
role to mentor them
through the early weeks of
the job.

e Check up on the new
starter every other day to

make sure they are settling
in well.

No

Flowchart document taken from www.hr-inform.co.uk
This document is for your guidance only. Professional advice should be sought before use.



https://www.hr-inform.co.uk/

cierp  Managing an employee’s onboarding
T process

Extend the process.
Consider if there are
B employee aware ; — > No >/ additional areas that could
of everything they need be covered as part of the
to know? onboarding process, such
o as discrimination policies

or content in relation to
J/ A their role.

=
!

Once the new starter is familiar with
everything they need to know and

has been given the opportunity to ask
questions, the onboarding process can
end.
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