
Put yourself 
in their shoes. 
Starting a new 
job can be 
stressful

Begin 
communication 
BEFORE they 
start working

Notify your 
team that the 
new employee 
will be arriving 

soon

Prepare their 
workspaces

BEFORE they arrive

Prepare a welcome 
packet for your 
new hire

Arrange a 
helping hand 
through a peer 
guide or 
mentor

Make their 
first day 
special!

Define roles, 
expectations, and
explain the 

training they will
receive

Set time aside to 
meet one-on-one 
with them 

throughout the 
onboarding period

Stay connected, show 
support and solicit 
feedback throughout

the process


