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The Purpose of Onboarding

he purpose of onboarding is to
help new hires transition into the
roles at the company.

When implemented correctly,

onboarding will alleviate stress as it
improves the culture of an
organization.




Why Have a Formal Onboarding Program?

Higher Retention & Engagement

50%

Greater new hire
productivity for
companies with an
onboarding process
compared to those
that do not have a
process.

69%

Of employees are
more likely to stay
with the company
for three years if
they experienced
great onboarding.

Of companies with
an onboarding
process report

higher employee
engagement.
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34%

Faster proficiency
gains from longer
onboarding
programs than
shorter ones.

Faster Proficiency & Productivity

/7%

Of employees who
reach their first
performance goals
completed formalized
onboarding. This
drops to 49% with no
formal onboarding.



ITN ONBOARDING PROGRAMS

Start new employees off the right way by having a standard onboarding program.

Basic Compliance, Role Definition &

Expectations

Focuses on teaching employees basic legal and policy-
related rules and regulations and ensuring employees
understand their job and all related expectations.

Pre-Boarding Checklist with templates including
welcome email, notification to employees, and HR
documents.

Onboarding Checklist with defined activities for the
first 30 days of employment.

Welcome presentation materials includes script
and presentation to welcome new employees on
their first day.

Manager Orientation Checklist provides the
manager or supervisor with a schedule of things to
cover with the new employee over the first 90 days of
employment.

Orientation Performance Review Process setup to

evaluate and measure the new hire’s job readiness
with a 30-60-90-day review.
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Video & Management

Adds an orientation video and a checklist for
onboarding management and leaders.

« Basic Compliance, Role Definition &

Expectations Package

Orientation Video features animated
characters professionally narrated to
welcome new employees to the organization
and provide information on the company
history, benefits, and culture. Great tool for
recruiting too!

Orientation Program Checklist for
Managers provides a schedule of activities
that newly hired or promoted managers
should follow as part of their leadership
orientation.

Culture & Connection

Provides employees with a sense of organization
norms and introduction to building interpersonal
relations and information networks.

* Video & Management Package

- Engaging Virtual Simulation with single point
of access to orientation videos, self-paced
training, and other new hire materials. Be seen
as an innovative leader when new employees
access the 360-degree interactive simulation
using any device or smartphone. Up to 5
company locations; i.e., main lobby, breakroom,
employee areas, president office, board room,
etc.

« Mentor/Peer Coaching Guide that is role-
specific includes workbooks for the new
employee and coach of a single job role.*

*Mentor/Coach Workbooks for
Additional Job Roles Available.



BASIC COMPLIANCE

Focuses on teaching employees basic legal and policy-related rules and regulations.

Pre-Boarding Checklist with templates
including welcome email, notification to

employees, and HR/management tasks

Onboarding Checklist with defined
activities for the first 30 days of

employment.

Welcome presentation materials includes
script and presentation to welcome new
employees on their first day.

needed to setup new employees.

PHASE 1: FROM OFFER OF EMPLOYMENT THROUGH DAY 1

Process Standards and Supporting Tools

required

Extend offer in writing Hiring Manager | Offer Day | Sample Offer Letters for 16-18
Salaried and Weekly Employess
Offer letter signed and background | Hiring Manager | Offer Day
check paperwork completed or HR Contact
Schedule Orientation by phone and | Hiring Manager | Before Sample Welcome Email or Letter
follow up with an email, text, or or Day 1 with date, time, location of
letter that includes the details and HR Contact orientation, dress code, required 0
lists required documents {drivers documents, etc.
license, social security card, etc.).
Manager calls Mew Hire a few days | Hiring Manager | Before
before Orientation/Day 1 to express Day 1
excitement for New Hirs to start
and to remind of Qrientation day,
time, location
Mew Hire receives Key Contacts list Hiring Manager Offer Day Key Contacts List
with names & contact information of | or
team members responsible for their | HR Contact 22
onboarding.
Checklists of onboarding Hiring Manager | Before Onboarding Actions Checklist
responsibilities for all involved. or Day 1 23-2%
HR Contact
Mew Hire attends Orientation Hiring Manager | Day 1 »  Materials Checklist for 26
(in class or one-on-one with Hiring Orientation
Manager, HR Contact, etc.) HRE Contact
ceneral *  New Hire Dri.entatinn 57
. Agenda/Outine
Manage1
»  Materials for
Orientation: Flash
— Employee Handbook Drive
— Human Resource forms
to complets
— ABC Policies
— Links to LMS videos
PowerPoint presentation
All required Human Resource forms | HR Contact Day 1 s Checklist of Human
completed (during Orientation) Resource forms

SECTION 1 — Onboarding Actions Checklist

Phase 1: From Offer of Employment Through Day 1

Onboarding Action

Hiring
Manager

HR
Contact

General
Manaqger

Mentor

COMPLETED
(sign off here)

Extend offer in writing

X

Offer letter signed and
background check
paperwork completed

Schedule Orientation by
phone and follow up with
an email, text, or letter that
includes the details and lists
required documents
(driver's license, social
security card, efc.).

Manager calls New Hire a
few days before
Crientation/Day 1 to
express excitement for New
Hire to start and to remind
of Orientation day, time,
location

MNew Hire receives
onboarding checklist with
names & contact
information of team
members/managers
responsible for each step
(HR or Hiring Manager is
responsible for scheduling
and seeing steps through,
but New Hire gets a copy
so hefshe knows what to

expect)

MNew Hire attends
Orientation

(in class or one-on-one with
Hiring Manager, HR
representative, etc.)

all required Human
Respurce forms completed
{during Ovientation)

Welcome to ABC!
New Hire Orientation

DG:

Have orientation room ready with coffee, water, light snacks, pens. Have
lunch brought in for the new hires.

Take a few minutes to introduce yourself (your position, how long you
have been with ABC).

Have each of the paricipants infroduce themselves.

NOTE:

It is recommended that you have each paricipant sign in so that you can
enroll them in the LMS and mark them complete after the class is
finished.

SPECIAL NOTE:

All documents contained on the flazh drive are up-to-date as of the
printing and dizgtribution of this program. Itis strongly advised that
you check for updates prior to facilitating thiz course.




ROLE DEFINITION & EXPECTATIONS

Focuses on ensuring employees understand their job and all related expectations.

Manager Orientation Checklist provides the manager or supervisor | Orientation Performance Review Process setup to evaluate

with a schedule of things to cover with the new employee over the and measure the new hire's job readiness with a 30-60-920-day
first 90 days of employment. review.

How Long Do New Hires Ride-Along or Sit Side-by-Side?

CSR Depending on who the CSR supports: * L pm s
+ 1 Day with HVYAC Technician carvics Tachnlcian 30 Day Feedback Session
+ 1 Day with Comfort Advisor .
= 1 Day with Plumbing Repair Specialist Instructions: Mentor/Supervisor should demonstrate each action listed in the "Action Demonstrated” Employes Mame: Date of Hire:
= 1 Day with Plumber column. Mentor/Superasor should place a chedk in the box titled "New Hire Completed” nest to each
+ 1 Day with Installer action heyshe witnesses the New Hire demonstrate. Pasitian: Superyisans .
Dispatch Depending on who the Dispatcher supports: .
= 1 Day with HVAC Technician Step Mction Demonstrated Mews Hire Completed 3 90 Day On-Boarding Recap
* 1 Day with Comfort Advisor o 1 — Arrwal an site Received history fram dispatch L ) - ) ) ) . .
- 1 Day with Plumbing Repair Specialist PUT parking cones out . How are things progressing for you since your inception of employment? I T— EMEL 1D
» 1 Day with Plumber : Parking in the correct spol : Job Title: Data of Hirs:
» 1 Day with Installer = [ndansl e B ssnener :nuﬂ::‘: d_?jm anf:t':j':! I:ua:k 1;'1 el Soer 2. What's bean going well? 'What are the highlights of your experiencies so fard e
an side and holdin g tool bag : Evaluation Perlad: MM/DD
Comfort | With HVAC Technician: T - — MM FER) N T
_ . . - Greel customer by narme and present Supervisor: From: Ta:
Advisor » If highly experienced (as a technician ar dential ) ) :
him/herself): 1 Day minimum to learn ABC . EGrliof'rul:.rI:r:hmont 3. Which co-workers have been helpful since you arrived? (This (s a great oppartuni
- . T ———
processes, efc. L Put on shoe covers empioyes can be influential in retaining the new hive.) Pl=aie rate the ermployesa’s parfarmance at the end ol the period indicated abowe in terms al the perfarmance
» If NOT an experienced HVAC technician: 5+ days T=Tathnical TR T— factors listed. Feel free to attach additional sheets for comments, If necessany.
I:MithiHE;m'C Installer: Check air filters 4. Arethere any areas you need to improve upon? What can we do to help you Performance Factor Superior EE:iTrd Standard Etﬁ::d Unrated
ay Check Freon pressune successful inyour job? (Don't ask these two questions untess you are prepared to Soll ol ST el T
HVAC »  Depending on experience, until job skills and 1 Check sub cooling youi can bud false expectations | e ndardsﬂmp Lot
ici PROS behavior checklist is mastered
Technician = i - o ar Check amp dranws [cﬂm plll'fa n] 2. Performance — KP|'s
*» 1 Day with Plumber (more if cross-training) ;- Check capacitors
. i e e 5. Arethere any obstacles you're experiencing? 3. Quality of Work - Accuracy/Effert
Plumbing | With Plumber only: T 4 = Recommeandations Tech aoffers 3 recommendations 4. Dependability ~ Time and
Repair * If highly experienced (as a plumber him/herself): ar IUse check sheet and price book 6. Do you know what PROS stands for? Attendance Compliance
Specialist 1 Day minimum to learn ABC processes, etc. . 5it down with custemer to discuss ' ' S 5. Observance of Rules — Dress Code,
* If NOT an experienced plumber: 5+ days * recommendations ;a::m-; R'UIM ut Instructi 5 f
 LAarrying o ns Lel]: 2ihe 0
7. Dayou have everything you need ta serve the customer according to our PRE Urgency, Completes Tasks/Deadlines
Strengths 7. Workplace Conduct — Working
Plumber » Depending on experience, until job skills and 1 ’ Relations, Cooperation, “Can Do”
PROS behavior checklist is mastered ar Py T mnGue—— B. IFvyou could change something about your job, what would it be? Supervisor's Comments:
* 1 Day with HVAC technician (more if cross- ; - o
training) . f .
e e 9. Whal would make your jab mare satishying
Lead With HVAC Technigian: L Date of Completion: Lt L Employes’s Comments:
HVAC + If highly experienced (as a technician at )
Installer him/herself): 1 Day minimum to leam ARS . recr e armes 10, What talents are nat being used inyour current rale? =
processes, eic. 1 R HipsERratuns: Employee Signaturs: '
= If NOT an experienced HVAC technician: 54+ days e I P AL
With Comfort Advisor: Mentor/Supervisor Name: 11. Compare the job and the organization to what we explained it would be like. Supervisor Signature: Date;
* 1Day General Manager Date
. . :
1 Mentor/Superviser Signature, Signature:




VIDEO & MANAGEMENT PACKAGE

Adds an orientation video and a checklist for onboarding management and leaders.

BASIC COMPLIANCE, ROLES & Orientation Video features animated Orientation Program Checklist for
EXPECTATIONS PACKAGE characters professionally narrated to Managers provides a schedule of activities

welcome new employees to the that newly hired or promoted managers
organization and provide information on the | should follow as part of their leadership
company history, benetfits, and culture. orientation.

PHASE 1: FROM OFFER OF EMPLOYMENT THROUGH DAY 1 — e —
WA T T ¥ N Cim ~ I
d Supporting Tools NMEW HIRE TRAINING MATRIX ':f F{:[{|_|I RED COURSES
Cours audience Deadl LMS Tim Recommended
Extend offer in writing Hiring Manager | Offer Day | Sample Offer Letters for 16-19 . DL” "‘e : LJ le' IC - - I':‘ I ne = ”T Ie DE||‘\-'E'|_'-.-' M'E'tl'l"l"j
Salaried and Weekly Employees ! -
Offer letter signed and background | Hiring Manager | Offer Day :E|'i ItE o '-l; 0 [" I | v
i b Process C {[! 2 N . R S — ~ . . - L el LG L
check paperwork completed or AR Contact bl - Introduction to ABC All Employees First 30 Days | 8 minutes . .
Schedule Orientation by phone and | Hiring Manager | Before Sample Welcome Email or Letter = sl |:| 12 Tt :-Itl:- N Lay 1
follow up with an email, text, or or Day 1 with date, time, location of
letter that includes the details and HR Contact orientation, dress code, required 20 structions: Mentor/Supervisor should demenstrate each action listed in the "Action Demonstrated” - ) ) - . . =E l:i ItE tor- | o [:' T | a
lists required documents (driver's documents, etc. tumn. Mentor/Supervisor should place a check in the bex titled "New Hire Completed” next to each Business Ethics All E MpHYyeEs First 30 Days 40 minutes . . _ -
license, social security card, etc.). tion he/she witnesses the New Hire demonstrate. Orientation gy 1
Manager calls New Hire a few days | Hiring Manager | Before = _i it__l:l i | i [_l | | -
m"e Orlantatlon,l’Day 1 o express Day 1 Step Action Demonstrated News Hire Completed S . =
excitement for New Hire to start i o = T R R P .-.” e red I Dawe 3 C - - o . B 4
and to remind of Orientation day, = Arrwval on site Received history from dispatch SENIDr Lare LUsSiomer »ensice H E TII.-' LSS F| .-t JU LAays 2.3 MInL tl':"J ':' [~ -It?ltl-\.' N LA 1
time, location Put parking cones out - LMS video shown
New Hire receives Key Contacts list irect spot = VIHIEOD SNow
with names & contact information of 1 etop back 37t facing d o militm b T rimm
team members responsible for their - . . B . i siep nac BN Coar — T 5 . I S ~ ic - Facilitato 'l: d Duri 0
onboarding. SECTION 1 — Onboarding Actions Checklist 1d holdin g tool bag e Employee Handbook All Employees First 30 Days 45 minutes ] .
Checklists of onboarding by narme and present & & Orientation Da ¥ 1
responsibilities for all involved. Phase 1: From Offer of Employment Through Day 1 = Preventing U "l"l AT
H H r e W R = oy
Mew Hire attends Orientation o - - 2 % T ~ T - e A T Pyo e 3 . =
(in class or one-on-one with Hiring Hiring HR General | Mentor | COMPLETED | Waorkplace Harassment fo All Employees First 30 Days 30 minutes LMS
Manager, HR Contact, stc.) Onboarding Action Manager | Contact | Manager (sign off here) Emplovees
Extend offer i it X Ssure T T - W
e offer  wrtna Workplace Harassment _ ) ’
Offer letter signed and . - SUPErVISOrs and § o
5 [compyfan D avrartinam Frr Bl=smeo = = ot 7 Y= 1790 i - i
backaround check X X i-[ petan] evention for Managers and Above First 30 Days | 120 minutes LMS
paperwork completed Brie= E-..I."E WISOIS i
Schedule Orientation by b b e | 1 Pheirie
phone and follow up with acilitator-led Duri Y
an email, text, or letter that 90 Day On-Boarding Recap Safety Basics All Employees First 30 Days | 45 minutes Orientation Day 1
includes the details and lists - LMS video s
N - LMS vides VoW
All required Human Resource forms req_ulrerd (?lDEIJITIeI'ItS- Employee Name: EMPL 1D E— — - = - -
complated (during Orientation) (driver's license, social I ‘tr:"j'\.ll:-. on to PROS: ” et a0 © . _— Facilitato -_|;_: During
security card, etc.). Joh Title: Date of Hire: e ~__.__ | All Employees irst 30 Days 60 minutes ! e
N [ Varager calls New Hire 3 Delivering Exceptional Service Orientation Day 1
few days before Department: Faciligtor-led During
Evalluation Perlod: MM/DD, S . _ PR cn - acilitztor-lad During
Orientation/Day 1 to P Tﬂ": L 2017 Benefits All FT Employees First 30 Days | 40 minutes : .
express excitement for New Supervisor: Orientation Day 1
Hire to start and to remind
of Orientation day, time, . ) .. . . § e . ; -
location Please rate the ermpleyee’s perfarmarce at the end of the period indicated above in terrs al the perfarmance Llecisian L '|:. YVho [:l Ive a F| ;‘t 30 Lays S min ‘t.—:h:. _Iv'l Y
New Hire receives factors listed. Feel free o attach additional sheets for comments, if necessary. Company Vehicle
onboarding checklist with Abave Healow
il DT srlianre tn =
names & contact RN Superior | standard | S | stanara | U CI Compliance for Field All Technicians First 30 Days | 10 minutes LMS
|nfomb'|at|?n of team 1. PROS Compliance — SERVE ecnniCians
members/managers 4
; Standards _—. - . . S -
respansible for each step 3. Parformance — KPTs Mindsat Training Comfort Advisors First 30 Days 165 minutes LMS
(HR or Hiring Manager is
responsible for scheduling 3. Quality of Work — Accuracy/Effort - n - -~ A ; 3 T 1
and seeing steps through, el v/ Sales Process Training Comfort Advisors First 30 Days 285 minutes LMS
but New Hire gets a copy 4. Dependability — Time and - ke o A .
so hefshe knows what to Attendance Compliance Calculat ng Block Loads Us ng Comfort Advisors First 30 Days 45 minutes M5
) - — - Baljjlysl HOVIS0rs NSt U Lays J Minutes LI¥l S
expect 5, Observance of Rules — Dress Code, Rheem Design Star
MNew Hire attends .
Safety Kules R . f P
o : B Comoliance W $F= 180 = B . S & D W
C?llentatlorf . B Carrying out Instructions — Sense of HR Compliance Manz ge HR Staff First 30 Davs 145 minutes LME HREM
(in class or one-on-one with - Traimin I Facilitated
L Urgency, Completes Tasks/Deadlines raining aCIITEEC
Hiring Manager, HR = —
A 7. Workplace Conduct — Working HR Staff
representative, etc.) i L = Annual HIPAA Compliance el = |
All required Human - Ll Antal HEFAR Lomplance Supervisors and First 30 Days | 25 minutes LMS
Resource forms completed Supervisor's Comments: Training . -
(during Orientation) B —|."I:l".-'li"
- o HR Staff,
- Payroll Regulations — What _ ) R A -
Employee’s Comments: _ g Supervisors and First 30 Days 40 minutes LMS
Every Mai i@gel Should Know AL
ADOVE
Office Staff
Date: e o e Office Stz
Emy e Signature: ACI Compliance for Office : R s
it L Handling Payment | First 30 Days | 10 minutes LMS
Staff -
Supervisor Signature: Date: / Credit Caras
General Manager
. Date:
Signature:




CULTURE & CONNECTION PACKAGE

Provides employees with a sense of organization norms and introduction to building interpersonal relations and information networks.

BASIC COMPLIANCE, ROLES &
EXPECTATIONS PACKAGE + VIDEO &
MANAGEMENT PACKAGE

Mentor/Peer Coaching Guide that is role-
specific includes workbooks for the new
employee and coach of a single job role.*

Engaging Virtual Simulation with single
point of access to orientation videos, self-

paced training, and other new hire
materials.

PHASE 1: FROM OFFER OF EMPLOYMENT THROUGH DAY 1 L
Process Standards and Supporting Tools
Onboarding Action Responsible  Timing Tools a0 Day Dn-marding Recap I"“lE'_::':‘R"_-'H: :IT'_'L"J—: "- :H':' FI'_"\[:li: Ef"{" .‘t‘H :.I EE‘:“T }:_Ll:T:::EG
Extend offer in writing Hiring Manager Offer Day | Sample Offer |
Salaried and M . . Fr - -
Offer letter signed and background | Hiring Manager | Offer Day ] Employee Name: EMPL 1D I'r"-\.'l--L daC IS a -'1 2ncory 1 rainer :
check paperwork completed or HR Contact ‘ '
o o ik A Mentor/Trainer is an experienced employee who advises and trains an employes with less experience. In many
e e e ed SECTION 1 — Onboarding Actions Checklist valuation Peried: MM/DD/YR professional settings, Mentors/Trainers are formally assigned, but a mentorship/training can also happen informally
license, social securil : : - - - .
| eense, sodal ity @ e 1: From Offer of Emplovment Throuah Day 1 i L betwesn an experienced and less experienced employes. At ABC, we are intentional about the use of
Manager calls New Hire & ¥ ] ¥
before Orientation/Day 1 i Trai i s 1 5.
o o e e Hiring on General | mentor | COMPLETED — _ . Mentors/Trainers in the development of our new employees and the betterment of our team
e i) ot Qe Onboarding Action | Manager | Contact | Manager (sign off here) | = "fd eatpdinboue Intermmcithe perfaamance . ] ) )
(New ire recemes ey @ | Extand offer in writing » ferits, if necessary. Why Assign Mentors/Trainers at ABC?
with names & contact inf rr e Above Below : :
te, bers res) ib Offer letter signed an Standard Linrated _ - _ - -
DESUET‘.ieinmg.:l ;FD:“ background check X X Standard nOA | standard - Qur environment requires employees across all roles to get up to speed quickly. In addition, most roles within ABC
Checklists i . s L - . . R . . .
respansiblties for al i 'Ja":e;w:’"é“’:‘t"a':tedb are best learned ‘on the job’, with hands-on experience. The apprenticeship model of working with an experienced
Schedule Orie ion by L ) ) ) _ _ ) ) h
7yeleire Wends Orien | phone and follow up with Mentor/Trainer is the most effident and effective way of bringing new employees up to a productive, independent
In Class or one-on-one W =1 . - . - - - - - - -
Manager, HR Contact, et ?n:;:::lﬁ, ":";fegil'f:;‘li;ts . . level of capability. The Mentor/Trainer also benefits by expanding his or her skill set in teaching the new hire. This
required documents relationship also offers the new employes with a resource for finding answers and resources that new employees
(driver's license, social P
acourity card, ). have when joining ABC.
Manager calls New Hire a
few days before How Are Mentors/Trainers Ass -fll'lfl.'| '
QOrientation/Day 1 to
express excitement for New X . s : .
B et e Best practices include:
e T i of Origntation day, time,
comploted (during Orent | 1038ON »  The Hiring Manager works with the Human Resource Contact to identify potential Mentors/Trainers for
New Hire receives . G
srboarding checklst wih each role in his/her department.
b names & contact »  Hiring Manager works with Human Resources Contact to create a list of skills and processes a Mew Hire in
information of team each position should master at the end of 20 days.
| rnernber;{mfmage@ A i o
*  Once new employee(s) are hired, the Hiring Manager:
—  Considers the personalities of New Hire and possible Mentors/Trainers
2 —  Approaches possible Mentor/ Trainer about the opportunity; reviews with him/her the checklist of skills
= ¢ ° _ & processes the New Hire needs to leam
@ — Holds @ mesting with New Hire and Mentor/Trainer to introduce each other and to set expectations for
the relationship
- What Happens During the Mentorship/Training?
B + Initially, the Mentor/Trainer invests time by having the New Hire "shadow’ for several days or weeks
- (depending on the role and level of skill required). Sometimes this takes the form of Ride-Alongs ar Side-
by-Sides with the MentorfTrainer, but not always (Ride-Alongs and Side-by-Sides might or might not be
applicable, and even when they are, might not happen with the employee’s Mentor/Trainer).
= * Az the New Hire gains skills, the Mentor/Trainer has the New Hire perform some job functions under the
supervision/guidance of the Mentor/Trainer.
*  Once the New Hire is functioning most on his/her own, the Mentor/Trainer checks in regularly and is
available for questions and further guidance.
*  Ower the course of the mentarship/training, the Hiring Manager checks in with both the Mentor/ Trainer
and the New Hire wesekly to ensure the process is working and the employee is leaming. This can be
accomplished as part of the Manager's regular "check in” meetings with the Mew Hire.
I =J




ITN SERVICES

OTHER DOCUMENTATION

2

Gl g=

A g

We support your
growing HR needs

by establishing JOB DESCRIPTIONS EMPLOYEE HANDBOOK
foundational Review five (5) key positions y Review common sections » Collect drafts of existing
documentation, o | | o | | N
Collect existing documentation on » Review existing policy documents office policies for each
processes and
temp|ateg. roles and responsibilities »  Work with HR to define company- location
Interview selected supervisors/ specific guidelines » Work with HR to define
employees location policies

Create template for additional roles




READY TO GET STARTED

Most projects commonly follow these five steps.

and milestone schedule. Discuss project communications,

Map high-level process for train on process.

guidelines, protocols. ,
onboarding.

Intake any existing

documentation.



Are you looking for an engaged, informed,
educated, skilled workforce that can make
a meaningful contribution to
organizational success?

Let ITN show you how.

>




Dennis Koerner, Ph.D.
Dennis.Koerner@ITNANalytics.com
(901) 568-3569




