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INVESTING IN 
YOUR TEAM

P R E S E NT ED B Y :  S Y D N E Y C H A P MA N

B u i l d i n g  a n  I n t e n t i o n a l  O n b o a r d i n g  a n d  T r a i n i n g  P l a n

IM PO R TA NC E OF HAVIN G A  PLAN

1 IN  5  EM P L O YEES  REP ORT  
HAVING  A  POOR EX PER IENCE

STR ONG ON BOAR DING  
PR OCESSES  INCR EASE 
R ETENT ION BY 82 %

Preboarding First Day First Week First 90 Days Everboarding

An orientation-focused 
introduction that welcomes 
the employee, builds early 
connection, and provides a 
clear picture of their role 
and the office.

A structured learning and 
development phase where 
the employee deepens skills, 
gains independence, and 
begins contributing 
confidently to daily 
operations. 

The preparation period before 
the employee starts, ensuring 
all systems, materials, and 
expectations are ready for a 
smooth first day.

The ongoing commitment 
to continuous learning, 
support, and 
development that keeps 
employees growing long 
after their initial 
onboarding period.

A developmental week 
where the employee begins 
hands-on training, shadowing 
and getting acclimated to 
the office processes. 

ONBOARD IN G TIM EL INE
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• Em a i l  Emp lo y e e
• F i r s t  D a y  Sch e d u le

• R e qu e s t  Ne ce s s a r y  Acce s s e s

• As s ign  a  Bu dd y
• Pr e pa r e  a  me n u / ch e ck l i s t  o f  t a s k s

• I n v i t e  t o  C h a t s / T e a m s / M e e t in gs

• Pr e pa r e  a  s pa ce

P REB OAR D IN G

• W el c o m e  t h em  a n d  t e l l  t h em  y o u  a r e  ex c i t ed  f o r  t h em  
t o  s t a r t !

• Re i t e r ate  s t a r t  d a y  a n d  t im e ,  c l a r i f y  b r ea ks
• P a r k in g  I n s t r uct i on s

• D r ess  C o d e
• An yt h i n g  t h ey  mi g h t  n e ed  f o r  f i r s t  d a y
• An y  o t h e r  h e l p f u l  i n f o r mat i on

WELC O M E 
EMAI L

• Pr o v id e  a  T o u r  a n d  M a k e  I n t r o du ct io n s
• Se t  u p  m e e t in gs  f o r  a n y  r e qu i r e d  t a s k s  ( Pa y r o l l ,  e t c )

• M a k e  s u r e  e mp lo y e e  i s  a b le  t o  a cce s s  t h e i r  s y s t e m,  

a cce s s  e ma i l  a n d  o t h e r  im po r t a n t  a pp l i ca t io n s
• R e v ie w  impo r t a n t  po l i c ie s  a n d  o f f i ce  in f o r ma t io n

• Sch e du le  a  ca mpu s  t o u r

• Sch e du le  a  t a s k  w i t h  t h e i r  B u ddy
• G iv e  p le n t y  o f  d o w n t ime

F IR ST  D AY
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F IR ST WEEK
• Acc l ima t e  t o  t h e  t e a m

⚬ On e  o n  On e  t r a in in gs

⚬ Sh a d o w in g

⚬ F u l l  G r o u p  me e t in g  a n d  t e a m bu i ld in g
• St a r t  h ig h  le v e l  f in a n c ia l  a id  t r a in in g

• St a r t  o n  s e l f - p a ce d  t r a in in g s  a n d  “M e n u ”  I t e ms

⚬ F SA B a s i c s
⚬ NASF AA Ne w  A id  Of f ice r  T r a in in g

• St a r t  o n  s imp le  t a s k s

F IR ST  9 0  DAY S
• C h e ck  i n  r e gu la r l y
• Ada pt  t o  t h e i r  l e a r n in g  s t y le

• B e  s u r e  t ime l i n e s  a n d  go a ls  a r e  

c l e a r ly  ide n t i f i e d
• I de n t i f y  a r e a s  o f  d i f f i cu l t y

• C e le b r a t e  a ch ie v e m e n t s  a n d  p r o gr e s s

• En s u r e  t h e y  a r e  be in g  a cc l im a t e d  t o  
t h e  pe o p le  a n d  p u r po s e  o f  t h e  o f f i ce

EVER BOA R DIN G
• L e a r n in g  a n d  d e v e lo p me n t  s h o u ld  n e v e r  

ce a s e

• T h i s  ca n  lo o k  l i k e :  

⚬ T e a m  co n n e c t io n
⚬ R e gu la r ly  s ch e du le d  t r a in in gs

⚬ R e t r e a t s

⚬ M e n t o r s h ip
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TR AI N IN G
• M a k e  i t  co n s i s t e n t
• i n v o lv e  t h e  w h o le  o f f i ce

• C r e a t e  v i s u a l s  a n d  r e s o u r ce s

• U s e  r e s o u r ce s  a l r e a dy  a v a i l a b le  

TA KEA W A Y S
• Spe n d  s o me  t ime  p r e pa r in g  a n d  h a v e  a  p l a n !
• R e v ie w  a n d  a d ju s t  a s  n e e de d

• Su p po r t  co n n e c t io n  a n d  in t e gr a t io n

• C o n t in u e  t h e  le a r n in g ,  g r o w t h ,  a n d  in t e gr a t io n  
f o r  t h e  w h o le  ca r e e r

THANK  Y OU !
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