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Onboarding: Informational Template
Preamble
This document lists information a new employee might need to know for their first day at an organization. It also includes information managers should consider gathering about a new employee within their onboarding. It can serve as a check list or an informational packet to be emailed before a start date. Edit and adapt to suit your organization’s needs. 
General Considerations
1. Consider a start day that best meets the new employee’s needs and the requirements of the role. For example, should the whole team be present to facilitate introductions? Or should the new employee onboard on a quieter, calmer day? 

2. Suggest a later start time for an employee’s first day to give the manager time to complete necessary tasks before employee arrives. This allows the manager to be more present with employee’s onboarding.

3. Consider ending the employee’s first day early. Again, this allows the manager time to complete necessary tasks and helps mitigate first day “overwhelmed” feelings for new employees. 

4. If your organization has capacity, consider implementing a “buddy program”. This pairs new employees with more experienced (6+ months at the organization) employees. Not only does this lighten the onboarding load on managers, but it can create cross-departmental connections and a greater sense of purpose and belonging for both employees involved.  See “Resource 1” for more information on buddy programs. 

5. If possible, include diagrams in your onboarding package to help ease first day worries through visuals. This could include diagrams of where to park or walk from transit, building diagrams with washrooms, elevators and accessible entrances labelled and an office map. 


Information For Employee: 
Start date: Click or tap to enter a date.
Start time: Click or tap here to enter text. 
End time: Click or tap here to enter text.
Parking information: Include where to park and cost, if applicable. 
Transit information: Nearest transit stop and walking directions.
Dress: Information about dress, shoes, office temperature etc.
Food/coffee options: Places nearby to get coffee and/or breakfast, if they choose.
Where to go: Where the office is located, where they can find a fridge, where is there a quiet space.
Onboarding buddy information: Click or tap here to enter text.
What to expect: First day goals.
Lunch: Some food options. If remote, offer to eat over video together. If in office, offer to eat together.
Organizational tools and instructions for use: e.g. which document sharing platform is used (i.e., Sharepoint, Teams, Google).
Information For Managers to Gather:
Name & pronunciation: Is name different from legal name? Check how to pronounce.
Pronouns: Click or tap here to enter text.
Accommodation needs: Ask about needs, talk about what’s offered and accommodations process.
Check in needs: Do they prefer weekly check-ins? Bi-weekly? As needed?
Familiar with online platform or require training?: Choose an item. 
Birthday preference: How to best acknowledge their birthday.
How they like to receive feedback: This can be gathered over the course of their onboarding. [see resources 2 & 3]
Employee strengths: This can be gathered over the course of their onboarding.
Goal setting: This can be gathered over the course of their onboarding. [See resources 4 & 5]
Professional development interests: This can be gathered over the course of their onboarding.


Additional Resources: 
Introdus’ resource on buddy programs: “Buddy Program Checklist”
Future Ancestor Inc’s resource: “tayhkay di miyootootow” (“direction of respect” in Michif-Cree) *If using this resource, see permission requirements at end of document
Learning Bird’s blog, “Teaching Through the 4 R’s of Indigenous Education” can be adapted to the workplace. 
*See also “First Nations and Higher Education: The Four R’s – Respect, Relevance, Reciprocity, Responsibility”, Virna J. Kirkness and Ray Barnhardt
University of California’s resource: “How to Write Smart Goals”
Government du Canada: “Écriture des objectifs SMART”
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