On-Boarding Template for New Hire
First Two Weeks: %: hour-1 hour per day with supervisor
Make sure every meeting is a 2-way conversation.

1. Welcome

Introductions/chatting

Show office/desk space

Hiring paper work

Glad they are here

Explain the process for their on-boarding

Questions/observations are encouraged

Ask a few questions. (e.g. What led you to this job at this point in your life?)

2. Job Description

General overview

How their job supports the mission

Point by point - unpack the bullet points and why it matters

Ask questions to invite them into the conversation. Questions such as: Any
questions so far? Which part do you think you’ll enjoy the most? What
might be challenging or looks confusing for you?

3. Grounding in the Mission

Mission, Vision, Values

History

Stories (e.g. Founder Story, Hero Story, Crisis Story)

Ask them something about how they see themselves contributing to the
work of the organization.

4. Understand Other People’s Jobs

Meet with their critical team members for 15-20 minutes

Hear how what their job is and how it fits with and impacts the new staff
members’ job and vice versa.

Have them ask questions. (e.g. How does my job support yours? Vice versa?
What's the best that can happen if all goes well?)

5. Success Factors

What it means to work together as a team

How you want them tell you if they disagree with you

What to do if they make a mistake

Your working style

How they want to give and receive feedback

How to make a clear agreement

Talk about what to do when one of you realizes that you can’t keep an
agreement.

Ask “What will make this a successful job from your perspective?”

Be sure to also tell them congratulations on getting through their first week
and repeat that you're glad to have them aboard.
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WEEK TWO
6. Deal Breakers

This is the other side of success factors.

What is not acceptable - for the organization and for you
What will get them in trouble

What are some traps/problem areas to be careful of

7. Learning Styles

How do they learn?

How do they do their best work?

When do they feel most comfortable/confident in their work?
Talk about your learning/work style

8. CheckIn

Introduce them to the structure of your regular meeting.

Tell them you will take notes to help keep track of you agreements and
projects.

Tell them how you expect them to prepare and show up for the meeting.
What will you cover? How will you use your time together?

What is the schedule of your regular meetings?

What should they do if questions arrive in between regular meetings?
What'’s working so far?

What's not working?

What do they need more information about?

What are their top priorities for the rest of this week?

If you use a form to prepare for this meeting, share it with them.
Anything you want to be a part of our regular meeting?

9. Evaluation Process

Review the evaluation process and form with them.

Understand what the criteria are that they will be rated on.

What you'll be looking for in each area.

Tell them when the evaluation will happen.

Tell them that tomorrow you will ask them to give you some feedback about
your work so far as a supervisor and the organization. Tell them they have a
valuable perspective as a new staff member and you really want to hear
what they have to say. (And make sure you do!)

10. Ask for feedback

Ask them how your supervision has worked so far.

Ask them to tell you what they’d like you to stop, start, or keep doing.

Ask them if they have any questions or observations about the teamwork or
the work of the organization.

Ask them to tell you what they still need to learn to feel they are fully
functioning as part of the team.

Ask them how you can best support them in their work.
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