
ONBOARD

ONBOARD:
Onboarding Toolkit

WELCOME PACK

Inc lude FAQs that would be helpful  to the new employee which could inc lude:
where to park,  work t imes, what employees typica l ly do for lunch, local
amenit ies and of fice dress codes. 
Can you make use of  AI powered vir tua l  of f ice tours to showcase the
workspace to the new star ter?

BUDDY SYSTEM

You could a lso consider introducing your graduate to an exist ing team member
to answer quest ions that they may have. I f  you are opera t ing a placement or
graduate scheme, consider having the someone on this scheme help wri te a
welcome. They’ l l  know how the new star ter is feel ing and could of fer some
useful  insights.  

NEW STARTER PROFILE

Ask the new star ter to complete a ‘gett ing to know you’ templa te which could
inc lude informat ion about them: favour i te food, hobbies,  music etc.  This can be
sent out to the team pr ior to or on their  f i rst  day. This can help exist ing team
members welcome the new star ter and find things in common to str ike up a
conversat ion. This could be made more ef fic ient through use of  AI matching
profi les together.  

THE FIRST DAY

Introduce them to the team – be conscious that there’s a lot  of  names to
remember.  I t  could be helpful  to do a desk plan with col league's names on to
help them remember.  
Ensure you have the cor rect  set  up for your new star ter inc luding
laptops/ logins etc but a lso any reasonable adjustments they may have
requested.  
Give the new star ter an of fice tour and highl ight par t icular places that they
may vis i t  of ten. Don’t  forget to show them the basics l ike the toi lets,  k i tchen,
pr inter etc.  
Talk about your of f ice et iquette – i f  th is is their  f i rst  role i t  can be daunt ing
enter ing the work space. Do people eat a t  their  desk? Do tea rounds? Is tea
and cof fee provided or do they need to br ing their  own?

OFFICE CULTURE

Do people work beyond hours,  are you expected to answer the phone outside
of fice hours? 
How do people communicate – Teams messages or ca l ls?
I f  working within a hybr id environment consider having team members work
from the of fice to be present to answer quest ions. I t ’s  hard for a new star ter
to pick up the phone in their  f i rst  few days.
Don’t  make assumptions – you may be fami l iar  wi th a par t icular programme
or software but take the t ime to ensure that your new star ter is fami l iar  and
i f  not ensure they are trained so they can get up to speed. You could use
AI-dr iven onboarding pla t forms to assess the new star ter ’s fami l iar i ty wi th
your key software and systems. These pla t forms can del iver customised
learning paths, reducing the r isk of  knowledge gaps

CLEAR PLAN FOR FIRST FEW WEEKS AND MONTHS

There’s a lot  to take in on those fi rst  few days and i t  can feel  l ike people are
speaking a t  a mi l l ion mi les an hour.  Consider putt ing pen to paper and
wri t ing a useful  guide or cr ib sheet tha t the new star ter can refer back to –
this gives them some autonomy and can stop you having to repeat yoursel f !
Al ternat ively you could explore the use of  AI to condense large handbooks or
guides into more bi te s ized summaries.
Al low t ime for feedback and ref lect ion. Whi lst  some new star ters wi l l
approach you to ask quest ions or raise concerns, others may not.  Ensure you
have some t ime a l located of fic ia l ly dur ing those fi rst  few weeks so any
issues or quest ions don’ t  bui ld up. 


