
	
Creating an effective onboarding program is crucial for helping new hires 
integrate into your company culture and become productive team members. 
Here's a comprehensive onboarding plan with the necessary resources, 
training and support, along with ways to measure its success: 
 
1. Pre-Arrival Preparation: 
Before the new hires' first day, provide them with the following resources: 
- Welcome Package: Send a personalised welcome package including any 
company branded uniform, coffee mug, pen, books etc, an employee 
handbook and any necessary paperwork. 
- Technology Setup: Ensure their workstations, tools and software are set up 
and ready for use for the first day. 
 
2. Day 1 - Orientation: 
- Warm Welcome: Begin with a warm welcome from the HR team and 
management. 
- Company Overview: Provide an overview of the company's history, 
mission, values and culture. 
- Meet the Team: Schedule meetings with key team members and mentors. 
- Training: Introduce them to essential tools, processes and company 
policies. 
 
3. Week 1 - Training and Integration: 
- Role-Specific Training: Provide in-depth training related to their specific 
roles. 
- Shadowing: Pair them with experienced colleagues for job shadowing and 
mentorship. 
- Company Culture: Share stories and examples that embody the company 
culture. 
- Check in: Grab a coffee and discuss how they are getting on. 
- Social: Invite them to a social event after work, make them feel part of the 
team 
 
4. First Month - Skill Development: 
- Technical Training: Continue with job-specific training, focusing on skills 
and knowledge development. 
- Performance Metrics: Discuss performance expectations and metrics and 
set clear goals. 
- Regular Check-ins: Hold weekly check-ins with managers to address 
questions and concerns. 
 
 



	
5. Ongoing Support: 
- Mentoring: Continue mentorship programs to support new hires in their 
professional growth. 
- Feedback: Encourage open communication and regular feedback from both 
sides. 
 
6. Three Months - Integration Evaluation: 
- Performance Evaluation: Conduct a formal performance review to assess 
progress and address any issues. 
- Feedback Session: Gather feedback from new hires about their onboarding 
experience. 
 
7. Six Months - Culture Assimilation: 
- Culture Activities: Organise team-building activities, events, or workshops 
to strengthen company culture. 
- Long-Term Goals: Discuss their long-term goals within the company and 
provide guidance on career development. 
 
8. One Year - Continued Growth: 
- Performance Review: Conduct another performance review to evaluate 
progress and make necessary adjustments. 
- Next Steps: Discuss opportunities for advancement or additional training. 
 
Measuring Success: 
1. Retention Rate: Monitor the retention rate of new hires at the one-year 
mark to assess their satisfaction and the effectiveness of the onboarding 
program. 
2. Performance Metrics: Evaluate job performance metrics (e.g., project 
completion, quality of work) to gauge their contributions. 
3. Feedback Surveys: Regularly collect feedback from new hires regarding 
their onboarding experience and suggestions for improvement. 
4. Manager Feedback: Gather input from managers about the preparedness 
and integration of new hires into their teams. 
5. Culture Assessment: Assess cultural assimilation by monitoring 
participation in culture-related activities and surveys on cultural alignment. 
6. Goal Achievement: Measure the progress of new hires in achieving the 
goals set during the onboarding process. 
By combining these resources, training modules, ongoing support, and 
performance metrics, you can create a robust onboarding program that not 
only helps new hires quickly integrate into your company culture but also 
ensures their long-term success within your organisation. 


