New Employee Orientation Handout
Supervisor
According to Forbes, “Employers lose 17% of their new hires within their first 90 days due to an ineffective onboarding.”[footnoteRef:1] [1:  https://www.forbes.com/sites/heidilynnekurter/2018/12/03/10-simple-ways-to-improve-onboarding-for-increased-retention/?sh=228f82194b35 ] 

Employee onboarding is essential to the Department’s goal of making our organization an employer of choice.  Forbes also indicates that “The basic elements of an effective onboarding consist of extensive training, feedback, check-ins and hands-on support.”
This can be accomplished by following the guidelines laid out in this handout.
Before Day One
· [bookmark: _Hlk138409440]Review the Orientation Checklist
· Set up the new employees’ desk, supplies, and access.  Ensure their desk is clean before they start.
· Prepare a Day One, Week One, First Month, and First year training schedule and plan.
· Take time to prepare and provide a clear schedule for the new employee. You want to reduce time at their desk where they are alone with nothing to do.  Productive schedules reduce anxiety, increase engagement, and improves the employer-employee relationship.
· Prepare the new employees first assignment.
· Giving the new employee an assignment on the first day or week ensures they quickly feel that they are part of the team.
· Set up a meet-and-greet with other team members.
· Reach out to the new hire or send them a welcome note.  Forbes stated that “Creating a positive first impression is crucial to a new employee’s experience with a company. A survey done by TINYpulse showed that 22% of turnover happens within 45 days of a new employee being hired. If a new team member doesn’t feel valued or that training is inadequate, they’re more likely to leave and seek out a better opportunity.”[footnoteRef:2] [2:  https://www.forbes.com/sites/heidilynnekurter/2018/12/03/10-simple-ways-to-improve-onboarding-for-increased-retention/?sh=228f82194b35 ] 

Things to consider:
· Who should the employee go to for questions? Will it be you? or a lead? Have you considered having a designated “onboarding buddy?” 
· Have you considered providing the new employee with a welcome gift or letter? A recent study indicates that companies saw a 41% increase in employee retention through gift giving.[footnoteRef:3] [3:  https://seatsitters.com/blogs/news/why-corporate-gifts-for-employees-are-important ] 

· Have you prepared your team for the addition of the new team member?
· Have you closed the loop with internal candidates who did not get the job?  You want to ensure everyone starts off with a positive experience.
· Do you have a robust training plan for this position? Is training on-the-job, formal classroom, or online? Will the plan be provided to the new employee?
Day One
· Send an announcement to all interested parties introducing the new team member.
· Send meeting invites for all meetings they are expected to attend, including one-on-ones. In a recent LinkedIn survey, 96% of new employees stated that one-on-one time with their direct manager is crucial to having a good onboarding experience.[footnoteRef:4] [4:  https://www.forbes.com/sites/heidilynnekurter/2018/12/03/10-simple-ways-to-improve-onboarding-for-increased-retention/?sh=228f82194b35 ] 

· Review the Org Charts with the new employee. Help them understand where they fit within the organization.
· Make sure they meet their new coworkers and understand their chain of command.
· Take them on a tour of their new work location.
· Go over goals and strategic plans for the Department and your Division if applicable. Help the new employee develop a sense of purpose and belonging.
· Review the Orientation Checklist.
· Physically walk employee through emergency evacuation plans and locations.
· Review and sign their duty statement.
Week One
· Ensure all documents from the Orientation Checklist are complete.
· Go over company culture, personal values, and expectations.
· Provide the new employee with a historical overview of the organization, division, office, branch, section, unit, etc.  Speak to those most knowledgeable in relevant and applicable history.
· Put all the new employee’s probation report dates on your calendar (if applicable). According to a Harvard Business School article, “72 percent of respondents rated “managers providing critical feedback” as important for them in career development, and another survey found only 5 percent believe managers provide such feedback.”[footnoteRef:5] [5:  https://hbswk.hbs.edu/item/why-people-crave-feedback-and-why-were-afraid-to-give-it ] 

· Provide access to team specific SharePoint sites.
First 30 Days
· Ensure the new employee has attended a benefits orientation.
· Consider completing weekly or daily check ins with the employee to ensure they know what they are doing or if they have questions or issues. If you are doing a daily check-in, it can be a short 15-minute meeting or longer if necessary.
First 90 Days
· Ensure you have provided the new employee with their first probation report (if applicable).  
· Check to see if required training has been complete. If not send a reminder to complete required training.
First Year
· Complete the employee’s probation report (if applicable). If the employee did not serve probation, you must complete an appraisal for the employee.
· Make a commitment to the new employee’s first year.  The Harvard Business Review states that it “takes employees eight months to reach peak productivity, yet the average onboarding program lasts only three.”[footnoteRef:6] [6:  https://www.forbes.com/sites/heidilynnekurter/2018/12/03/10-simple-ways-to-improve-onboarding-for-increased-retention/?sh=228f82194b35 ] 

Employee
Day One
· Review the Orientation Checklist.
Week One
· Set up your custom tiles on the intranet.
· Set up your training portal account.
· Register for “Welcome to our Organization” class.
· Review program specific SharePoint sites.
· Explore intranet.
First 30 Days
· Review the CalHR Salary and Benefits page.
· Attend the Benefits Orientation.
· Turn in your Benefit Forms.
· Check out the Training resources.
· Complete these required trainings:
· Defensive Driver
· Sexual Harassment Prevention
· Workplace Safety
· Information Technology Security
· Supervisory training (if required)
· Ethics Training (if required)
· Other required training (if applicable)
· Review Hybrid Work and HQ Resources and Future of Work Resource Page.
· Complete the “DEI Champions” learning pathway.
· Diversity, Equity, and Inclusion for Managerial, Supervisory, & Excluded Employees
· Diversity, Equity, and Inclusion for Non-Supervisory Employees
First 60 Days
· Consider joining a professional association. 
· Explore wellness resources or read one wellness article from the Employee Assistance Program or CalHR Employee Wellness Program.
· Check out the California State Employees Association.
· Check out discounts for State Worker’s.
First 90 Days
· Attend on Secretary Speaker Series, Environmental Coordination Committee Open Forum, Blood Drive or another event from the Events Calendar.
· Complete the New Employee Survey.
First Year
· Complete an Individual Development Plan during the Appraisal and Development period (optional).
· Join Emerging Leaders Community or Cohort.
· Once past probation, consider signing up for an Advanced Leadership Program or the Mentorship Program.
· Sign up for the Leadership Book Club.
· Sign up for Leadership Development Week in the fall.
