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Employee onboarding is a key process that helps new hires

feel welcomed, understand their responsibilities, and become
part of the company culture. It's the starting point that sets them
up for long-term success.
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Phases of Onboarding The First Day
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Onboarding isn’t a one-day event—it's a phased journey
that takes new hires from offer acceptance to full productivity.
Here are the 4 key phases that guide the process:

Orientation vs. Onboarding

One-day introduction
to company policies,
& procedures.

@ Pre-boarding

The journey begins as
soon as the candidate
says yes. Start
preparing their
onboarding experience
right away.

@ Training

Thoroughly teach
essential tools, core
processes, and clear
expectations so they can
start contributing with
confidence and clarity.

\

Onboarding

Takes weeks or months
and focuses on role
training and culture fit.

Q Orientation

Warmly welcome them to
the company, introduce
the unique culture, and
help them get familiar with
the team and workplace
environment.

0 Transition

Guide them into their role
by teaching essential
tools, processes, and
expectations so they can
contribute with
confidence.

The first day shapes how a new hire feels about your
company. A thoughtful, well-planned welcome builds
confidence, sets the tone for strong engagement. Here's
how to make it count.

Create a Warm Welcome

Greet the new hire personally and
leave a welcome pack and helpful
resources on their desk.

Introduce the Team

Arrange a casual team lunch and
quick meet-and-greets with key
people.

Prepare Their Space

Ensure their desk is set up with the
right technology and supplies they'll
need to get started.

Share What They Need to Know

Prepare all required forms in
advance, such as contracts, tax
documents, and benefits enroliment.

Connect Them to Company Culture

Prepare all required forms in
advance, such as contracts, tax
documents, and benefits enroliment.
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Training and Development

4 N N\
Why Does New Hire Training Matter? Training is essential to onboarding, helping new hires

understand their role, expectations, and key protocols.
Here’s how a structured plan supports that:

01 Focus on what they need to succeed in their
position.

02 Set clear expectations so they understand what
success looks like from the start.

: ; 03 Make the training engaging by using interactive
Setting the tone for growth by encouraging new hires to sessions to boost understanding.

stay curious and keep learning beyond their first week. O 4 Assign a mentor who can provide support.
Builds job-ready skills Improves speed & accuracy _ _
: 0 5 Provide regular feedback to keep them growing
Ensures compliance Boosts confidence & morale and improving.
\ /NG J
Integrating into Company Culture HR Policies and Procedures
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A strong onboarding helps new hires feel welcome, Clear HR policies during onboarding protect your
aligned, and confident. Without it, burnout and early company legally, set expectations early, and make new
turnover are likely. Here are key ways to build culture from hires feel safe, informed, and confident.
day one.
Smooth Interview-to-Onboarding 5 60/
Use the offer letter to reflect your culture and o
give new hires a feel for your team and work of new hires say they want HR
style. policies clearly explained during
onboarding, not just handed to
Share Core Values them in a handbook.
Q Introduce your company’s values early so
new hires understand what drives your - ~

culture and decisions.
@® Preboarding

Connect Roles to Your Mission
@ o Send the offer letter, contracts, and essential
Connect Roles to Your Mission policies before Day 1.
Help new hires see how their work supports o
the mission and why every role matters. ©® Company Policies

. Provide the employee handbook and require
O Promote Work-Life Balance acknowledgment of key rules.
Be clear about expectations, support flexibility,

and lead by example to reduce stress and ® Compliance Training

prevent burnout. Complete mandatory training on harassment,
cybersecurity, and company ethics.
Track Engagement
@® Workplace Rules
Regularly gather feedback and measure .
satisfaction to keep morale high and retention Explain dress code, safety standards, remote
strong work guidelines, and IT use.

@® Benefits & Pay

Set up payroll, benefits enroliment, and explain
employee rights clearly.
. J
\ O\ .
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Remember: Onboarding is your first opportunity to
live your culture—make it clear, welcoming, and
purposeful from day one.
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Phases of Onboarding The First Day

Onboarding isn't a one-day event—it's a phased journey The first day shapes how a new hire feels about your

that takes new hires from offer acceptance to full productivity. company. A thoughtful, well-planned welcome builds
Here are the 4 key phases that guide the process: confidence, sets the tone for strong engagement. Here's
how to make it count. @
Orientation vs. Onboarding Create a Warm Welcome

300+ Customizable Courses & Cheat Sheets

Why write your own training, when we've done it for you?

& Business Skills G Google @ Leadership

= Technology

&7 Career Development 28 Microsoft ¥ Wellness

A Compliance & Safety
@ Diversity & Citizenship

Fewer Tools. Lower Costs. Smarter Training.

Paid Plans

s IR Custom Plans

Num Active Users 10+ Compare To

| Branded Cheat Sheets Your Logo Your Logo Your Logo None
L Customizable Courses 300+ 300+ m LinkedIn Learning
“\. Course Builder with Al e Articulate Rise

? Skill Assessments {N) Northstar

- | MS 0 Teachable
Free $495
Annual Cost

courses saved Public™ with your features Love Us

SAN DIEGO ” " q C
S IESS hours of work. Schools and ease of use! 4.9 rating on (s

ccccccccccccccccccccccc

[ “Customizing the ,f Chicago S0 impressed Users *****


https://www.customguide.com/s/business-skills
https://www.customguide.com/s/accounting
https://www.customguide.com/s/communication
https://www.customguide.com/s/customer-service
https://www.customguide.com/s/hr
https://www.customguide.com/s/marketing
https://www.customguide.com/s/professional-development
https://www.customguide.com/s/sales
https://www.customguide.com/s/training-and-education
https://www.customguide.com/s/career-development
https://www.customguide.com/s/career
https://www.customguide.com/s/higher-education
https://www.customguide.com/s/job-hunting
https://www.customguide.com/s/compliance-and-safety
https://www.customguide.com/s/active-shooter
https://www.customguide.com/s/discrimination
https://www.customguide.com/s/harassment
https://www.customguide.com/s/safety
https://www.customguide.com/s/security
https://www.customguide.com/s/googleqr
https://www.customguide.com/s/calendarqr
https://www.customguide.com/s/chrome
https://www.customguide.com/s/classroom
https://www.customguide.com/s/docs
https://www.customguide.com/s/drive
https://www.customguide.com/s/gmail
https://www.customguide.com/s/sheets
https://www.customguide.com/s/slides
https://www.customguide.com/s/microsoftqr
https://www.customguide.com/s/access
https://www.customguide.com/s/excel
https://www.customguide.com/s/microsoftqr
https://www.customguide.com/s/onedrive
https://www.customguide.com/s/outlook
https://www.customguide.com/s/powerpoint
https://www.customguide.com/s/teams
https://www.customguide.com/s/windows
https://www.customguide.com/s/word
https://www.customguide.com/s/leadershipqr
https://www.customguide.com/s/leadership
https://www.customguide.com/s/management
https://www.customguide.com/s/project-management
https://www.customguide.com/s/technology
https://www.customguide.com/s/ai
https://www.customguide.com/s/digital-literacy
https://www.customguide.com/s/software-applications
https://www.customguide.com/s/wellness
https://www.customguide.com/s/mental-health
https://www.customguide.com/s/personal-growth
https://www.customguide.com/s/well-being
https://www.customguide.com/s/work-life-balance
https://www.customguide.com/s/diversity-and-citizenship
https://www.customguide.com/s/bias
https://www.customguide.com/s/diversity
https://www.customguide.com/s/us-citizenship
https://www.customguide.com/s/logo
https://www.customguide.com/s/logo



