Employee Onboarding
Design

Step 1: Needs Assessment

Conduct an assessment of the current onboarding process, if any, and
identify the needs of different departments within the organization.
Engage with various stakeholders, including HR, managers, and
recent new hires, to gather feedback and understand requirements
for the onboarding program.

Step 2: Define Objectives

Outline clear objectives for the onboarding program that align with
the company’s goals and culture. Determine what a new hire should
know, feel, and be able to do at the end of the onboarding process.

Step 3: Content Development

Create a structured onboarding curriculum that covers company
policies, departmental roles, job-specific training, and cultural
integration. Use a variety of formats such as videos, written
documentation, and interactive sessions.



Step 4: Implementation Plan

Develop a step-by-step implementation plan detailing the onboarding
schedule from the pre-arrival phase through to the end of the initial
probation period. Define roles and responsibilities for everyone
involved in the onboarding process.

Step 5: Resource Allocation

Determine and allocate the necessary resources for the onboarding
program. This includes material creation, booking training rooms,
securing equipment, and ensuring mentors or buddies are available
for new hires.

Step 6: Feedback Systems

Establish mechanisms for collecting feedback from new hires and
other stakeholders. This could involve surveys, one-to-one meetings,
and suggestion boxes to ensure continuous improvement of the
onboarding experience.

Step 7: Monitor & Evaluate

Regularly monitor the effectiveness of the onboarding program and
evaluate it against the predefined objectives. Use feedback and
performance metrics to make necessary adjustments.

Step 8: Update & Improve

Iterate and improve the onboarding program systematically based on
the evaluation. Keep the program dynamic to accommodate changes
in company structure, policy, or culture.



General Notes

Customization

Consider tailoring parts of the onboarding process to fit various roles,
departments, or individuals for a more personalized experience.

Technology Use

Evaluate and implement onboarding technology solutions such as
learning management systems (LMS) or onboarding apps to
streamline the process.

Legal Compliance

Ensure that the onboarding program is compliant with all relevant
employment laws and regulations, including safety training and non-
discrimination policies.
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