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Information for Managers
Most of us have started new jobs and were unsure what the workplace would be like – what is normal and what is not – not to mention the actual duties you were hired to perform.

Getting a new employee off to a good start can make a big difference in their feeling welcomed and in their overall job effectiveness.  Proper onboarding is key in helping employees get up to speed much more quickly and also reduces costs associated with learning a new job as well as employee turnover.

Here are some tools to assist you in implementing the “onboarding process”:

· Pre-Arrival Checklist

· Sample Welcome letter

· Sample Email notification

· Buddy Program – Purpose

· Buddy Program – Selection Criteria

· Buddy Program – Role and Responsibilities

· Buddy Program – Sample phone call information

· First Day Checklist

· First Week Checklist

· Complete Clerk Training Schedule

The purpose of the Pre-Arrival planning is to prepare for the employee’s arrival so that the employee does not arrive to chaos, but to an organized and prepared workplace.  This goal is to reaffirm the employee’s decision that the Walton County Tax Collector’s Office is a “Great Place to Work!’

Tips for a Successful Onboarding Experience

· Build some fun into the first few days

· Express an enthusiastic welcome and help the employee feel they have made the right choice

· Involve as many staff members as possible

· Create and maintain a positive and friendly atmosphere in the workplace

· Reiterate the new employee’s skill and qualities that most impressed you when you made the hiring decision

· It’s up to you to discover what motivates your new employee.

· Give the employee responsibility in making their own onboarding a success
· Keep the new person’s family in mind.  A new job means an adjustment for the entire family.

Benefits to an Effective Onboarding Plan

· Capitalize on the excitement of a new job.  We are eager when we start a new job, we are motivated to learn, experience and contribute and learn what new challenges lay ahead.  At this time new employees are open to new ways of doing things.

· Reduce turnover by clarifying job expectations right away

· Reduce costs associated with low productivity, errors, anxiety and dependency on other staff

· Gain stability within the organization faster
· Reduce or eliminate workplace conflict by presenting clear, mutually understood job/organizational and employee expectations/needs.

· Decrease corrective discipline

· Establishes the employer’s way of doing things and the supervisor’s approach to supervision.
· Allows new employees to obtain a comfort level to ask needed questions.

Onboarding sets the stage for employee understanding and their acceptance of our organization’s mission, vision and values.  Employees need to know, experience and demonstrate behavior that the organization needs to meet its goals.  During this experience employees should develop an understating how their position fits into the organization and what they have to do to fit in the organization.  This leads to a positive attitude toward their job and the organization and promotes job satisfaction and a higher performance level as the new employee gains stability and grows in their position.  Effective onboarding helps all of this to happen.

Onboarding Principles and Focus
We must look beyond normal orientation programs in order to retain our new hires and most importantly to enable them to become productive in their new job and environment and obtain acceptance into the culture of our organization.

Onboarding Principles:
· Is a process, not an event, it is ongoing.  It starts before the new employee arrives and continues for at least six months.

· Is a team effort and involves all the members of your team and the organization.  However, also remember the new employee has a role and responsibility in making the onboarding a success.

· Is planned and structured.  Time invested initially to plan the onboarding activities will be beneficial in the development of your employee faster.  However, keep in mind that your plan must be flexible enough to meet individual and organization needs.
· Is about integration.  It must include the introduction of the new employee into the formal and informal culture, values and practices of the organization.

Onboarding Focuses on:

· A stronger employee welcome

· Affirmation that the employee made the right job choice

· Affirmation that the employee fits into the organization; and

· Enhancing long-term relationship building

Monthly Supervisor Interviews
This is a great time to review work expectations, progress and any additional learning needs.  It will allow for you to check in with the employee and determine if any changes are required for work expectations and learning and development activities.  These interviews will assist you and your employee in continually moving towards full engagement and the employee becoming a valuable contributor to the organizational needs and goals.

You may wish to:

· Revisit performance standards and work rules

· Review training progress – providing relevant feedback on progress

· Request feedback from the employee on “How are we doing?”

· Discuss upcoming job specific training
Six Month:

· Conduct Probationary Review

· Inquire of the employee if this job is what they expected and also find out if they are facing any obstacles in reaching their goals

· Inquire if the employee is getting all the information they need to do their job and if they feel they are part of the team

· Find out if there is anything we can improve upon 

· Discuss Individual Career Development Plans and help employee set their goals
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