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Purpose:  
The purpose of this document is to provide:
· a consistent approach for onboarding or transitioning in a new employee across the organization
· managers with tools and resources to use to onboard or transition in a new employee

Objectives:
The following are desired outcomes of the onboarding program:
· Provide a consistent onboarding experience
· Support newcomers and make them feel welcome 
· Provide newcomers with tools/resources even before they arrive for their first day
· Provide managers with resources and tools to ensure their new hire’s time to full productivity is realized efficiently and effectively.
· Help the new employee learn about the organization prior to arrival
· Help the new employee understand performance expectations for a new role/job
· Help the employee reach performance expectations
· Help the new employee understand, navigate, and comply with organizational culture, expectations, organization structure, interpersonal relationships, and networking
· Make the new employee feel valued by the organization and excited to work here
· Help the manager/team learn more about the new employee

Strategic Consideration:
[bookmark: _Hlk19867225]The University’s Strategic Plan and Strategic Priorities and the OD and Recruitment Strategic Plans drive the following considerations for the implementation of an Onboarding Program:
· Create a consistent, desirable, supportive work environment or culture
· Support the recruitment process by providing a positive experience which makes Ontario Tech an employer of choice and drives employee retention
· Provides a bridge that explains performance expectations for a new role and assists employees to meet those expectations and then folds those expectations into annual performance cycles

Tools and Resources:
	
	Name
	Description
	Attachments

	1
	Onboarding Guide
	Information about what onboarding is and isn’t, best practices, do’s and don’ts
	


	2
	Onboarding Checklist
	Checklist of items to cover pre-first day, first day, first week, first month, first hundred days
	


	3
	Onboarding – Transition Plan Template
	Follows the Read, See, Say, Do model and ensures that all work gets transitioned to a new hire or new person in role successfully.  Requires job specific inputs from a manager or designate.
	


	4
	Email One
	Sample email with suggested wording after acceptance of position.
	


	5
	Email Two
	Sample email with suggested wording and a suggested day 1 itinerary prior to first day to set expectations.
	


	6
	Concur Profile Request Form
	To enable expense reporting
	https://sites.ontariotechu.ca/finance/treasury-and-financial-operations/travel-and-expense/index.php    

	7
	Access Card Request Form
&
Key Request Form
	Key request form
Access request form
	https://sites.ontariotechu.ca/ocis/forms-and-procedures/index.php 





Questions can be sent to: performance@ontariotechu.ca or hrrecruitment@ontariotechu.ca 
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2. Onboarding checklist V2025.xlsx
Instructions

		This checklist is a guide for manager's who are onboarding new hires to the university or new to department/team employees.  This checklist will require your modifications to fit your environment more perfectly.  





























Onboarding Checklist - Managers

		Onboarding Checklist



				CHECKLIST CATEGORY		STATUS		ACCOUNTABILITY		NOTES		Sample Documents				STATUS 



				PRIOR TO START												COMPLETE

				DEPARTMENTAL												IN PROGRESS

				   Ensure new hire has signed offer letter		COMPLETE		Manager

				   Launch Onboarding from My HR Connection to the new hire		IN PROGRESS		HR

				Send welcome email 7-10 days prior to start date				Manager

				Send final welcome email 3 days prior to start date				Manager

				Secure / designate space				Admin

				Ensure furniture and supplies are ready				Admin

				Order keys and proxy access if needed				Admin

				Send the new hire the parking informtaion and registration instructions				Admin		https://ontariotechu.ca/campus-services/parking/index.php

				If applicable: send the new hire information on relocation				Admin

				If applicable: setup phone and assign number 				Admin

				If applicable: prepapre business cards, name plate, etc.				Admin		https://brand.ontariotechu.ca/resources/marketing-materials/stationery-estore/index.php

				Faculty: set up access to funds				Admin

				Update the departmental organization chart				Admin

				Arrange individual meetings for new hire with team members				Manager

				Inform other departments about the new hire				Admin

				Designate coworker to serve as a resource for new hire				Manager

				    Arrange to meet other area and department members				Manager

				TECHNOLOGY / ACCESS

				Notify IT of new hire name, title, reporting manager and start date				Admin		email servicedesk@dc-uoit.ca

				   Please ensure most accurate new hire information is reflected on the Web Directory				Admin		  https://ontariotechu.ca/directory/?firstname=&lastname

				Set up temporary access for contract new hires				Admin

				Order Laptop, get IT accesses, email addresses etc.				Admin		https://itsc.ontariotechu.ca/services/services-faculty-staff.php 

				Prepare employee's workstation				Admin

				Advise the  employee to send banking and TD1 forms to Payroll				Admin		Limited Term Employees:  Employee to send completed TD1 form directly to payroll@ontariotechu.ca 
The form and instructions are found at   https://sites.ontariotechu.ca/finance/payroll/index.php#tab1-3 


				Ask new employee to fill out Banner Request Form				Admin		https://itsc.ontariotechu.ca/resources/forms.php 

				Test keys and building access card				Admin

				Software acquisition				Admin		https://itsc.ontariotechu.ca/services/services-faculty-staff.php 

				Printdriver setup				Admin

				Mobile device, if applicable				Admin

				Give instructions for Concur expense reporting or assist the employee				Admin		https://sites.ontariotechu.ca/finance/finance-business-systems/concur.php 

				Assist new hire to set up a .net account				Admin

				After IT set up complete, add employee to department email list(s), WISC access, invite to any ongoing dept meetings where applicable				Admin

				TRAINING / DEVELOPMENT

				Register for Rookie to Ridgeback (Orientation)				Manager		https://hr.ontariotechu.ca/learning-and-development/professional-development-courses/rookie-to-ridgeback.php 

				Register for Rookie to Ridgeback - Intro to HR for Managers				Manager		https://hr.ontariotechu.ca/learning-and-development/professional-development-courses/rookie-to-ridgeback.php

				Mandatory and Required Training				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/mandatory-employee-training.php

				Health and Safety Training (if required)				Manager		https://hr.ontariotechu.ca/health-and-safety/training/index.php

				DAY ONE

				DEPARTMENT ONBOARDING

				Welcome upon arrival and guide to work station / office				Manager

				Discuss contract / probation period, if applicable				Manager

				Introduce to designated coworker resource				Manager

				Confirm receipt and functionality of passkeys				Manager

				Ensure new hire has some helpful links to assist them to locate information				Colleague

				Discuss parking				Manager

				Discuss meetings that manager set up for employee				Manager

				Discuss the Flexible Workplace Program (if applicable to the role)				Manager

				Review My HR Connection and My Ontario Tech				Manager		https://hr.ontariotechu.ca/index.php 
https://sites.ontariotechu.ca/finance/payroll/index.php  


				Discuss first assignments				Manager

				Review software, hardware, technology, printers, etc. and assist with setup				Manager/IT

				Confirm email and phone setup				Manager/IT

				Review technology acceptable use policies				Manager

				Assist with online directory setup, if applicable				Manager/IT

				Provide new hire with the following link to TD1 tax forms				Manager		https://sites.ontariotechu.ca/finance/payroll/index.php#tab1-3 

				Share the Employee Resources webpage				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/employee-resources.php 

				Employee Payroll Direct Deposit				Manager		https://wisc.ontariotechu.ca/workspaces/finance/_layouts/15/WopiFrame.aspx?sourcedoc=%7B146ECFDA-BA22-46DB-AE51-DC8DCFC70B92%7D&file=How%20to%20Enter%20Payroll%20Direct%20Deposit%20Information.pdf&action=default 

				HUMAN RESOURCES 

				   Review vacation, work hours, breaks and overtime pay if applicable.				Manager

				   Confidentiality document review and sign (if applicable)				Manager

				   Payroll structure and frequency / direct deposit (My Ontario Tech)				Manager		https://my.ontariotechu.ca/ 

				Present work policies and procedures				Manager

				Explain safety and security policies, Alertus app, SunLife app, OntarioTech Mobile app, DUO				Manager		https://ontariotechu.ca/mobile/  		App Store

				APPROPRIATE TOURS

				Provide office tour: washroom, atm, restaurants, coffee, fire exits (evacuation plan), parking, lunchroom, recycling, garbage, meeting rooms, security				Manager or colleague		https://ontariotechu.ca/map/ 

				Provide broader campus tour of north and south campus, farm, ACE, Regent, Campus Ice (can be over first month or via Orientation program tour) 				Manager or colleague

				FURTHER INTRODUCTIONS / TASKS

				Introduce new hire to key employees, managers, leaders, and team members				Manager

				Ask new hire any questions they may have				Manager

				   Review new employee's job description				Manager

				Explain organizational chart and acrynoms				Manager

				FIRST WEEK

				CHECK-IN / REVIEW

				Check in on mandatory training				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/mandatory-employee-training.php 

				Discuss organizational culture and work style				Manager

				Discuss current projects and cyclical programs				Manager

				Review our mission statement, vision, values, strategic priorities				Manager		https://ontariotechu.ca/about/university-vision-mission-and-values.php

				Discuss projects for the employee's first few months				Manager

				Schedule introduction meetings with different teams 				Manager

				   Recommend useful readings or list serves				Manager

				   Review University's commitment to Wellness at Work				Manager		https://hr.ontariotechu.ca/wellness-at-work/index.php

				   Organize and schedule software trainings (eg. CMS, MachForm, etc.) (unit specific)				Manager		unit or role specific

				Review the Flexible Workplace Pilot Program and complete application if applicable				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/flexible-workplace-pilot-program/ 

				FIRST MONTH

				CHECK-IN / REVIEW

				Schedule weekly or bi-weekly meetings				Manager

				Set short and long-term goals				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/performance-development-cycle/

				Discuss performance review process and performance standards				Manager

				Review upcoming assignments and let the employee know how they are doing 				Manager

				Conduct employee onboarding 30-day check in discussion				Manager

				FIRST THREE MONTHS

				CHECK-IN / REVIEW

				Ensure the employee has goals documented appropriately using the correct process				Manager

				Review past and future assignments				Manager

				Ask for feedback				Manager

				BEFORE END OF 4TH MONTH:  Interim probationary review (OPSEU and Non-Union)				Manager

				FIRST SIX MONTHS

				CHECK-IN / REVIEW

				Participate in the Performance cycle				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/performance-development-cycle/

				Review employee goals and status toward goals				Manager

				Conduct 6-month onboarding evaluation / probation evaluation (OPSEU and Non-Union)				Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/performance-development-cycle/performance-reviews/probation-reviews/index.php		fulltimecontinuing@ontariotechu.ca 

				FIRST YEAR

				CHECK-IN / REVIEW

				Conduct Performance review and document feedback				Manager

				Recognize Achievements and 1st year milestone				Manager

				Review short and long-term goals				Manager

				   Discuss formal career development plan 				Manager
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[image: ]Onboarding Plan/Transition Plan



Employee Name____________________________________________	Manager Name _________________________________________________



		Task/Topic

		Transition Support From

		Read it

		       See it

		Do it

		Show it

		Date of sign off

		Notes



		1. Main Task/Topic

		Who?

		

		

		

		

		

		Add an estimated due date to be able to monitor the plan



		· Action verb begins each task

		

		

		

		

		

		

		



		· Include specifically ‘what’ the individual must do

		

		

		

		

		

		

		



		· Add a ‘criterion/measure’, if appropriate, to identify the outcome

		

		

		

		

		

		

		Add any notes for specific tasks, or notes on progress



		2. Example: Mid-Project Transition

		

		

		

		

		

		

		



		· Develop the implementation plan for phase 2 roll out for the field operations and DC

		

		

		

		

		

		

		



		· Meet and lead the project team members for successful execution (technical, process, change, and business teams)

		

		

		

		

		

		

		



		· Serve as the business project lead

		

		

		

		

		

		

		



		3.  Budget

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		





Supplemental Instructions

1. Individuals who are providing onboarding and/or transition support will be required to

· identify both the main and sub tasks for the area they are transitioning

· Gather any materials that need to be reviewed (read it) 

· Demonstrate or show the individual transitioning to the new accountability how it is done (see it)

· Observe the individual as they perform the task (do it) 

· Check off the date column when the individual can confidently perform it (show it)

1. The manager would ideally identify an estimated due date for the task 

· Tasks can be very specific and detailed OR can be high level as in the example above



Tips for Transitioning Work to a New Employee / New Person in Role

The following measures will help ensure a smooth experience for everyone involved. The persons handing over their roles and responsibilities should ensure that they:

1. List all of the activities, projects and tasks that are currently in progress that need to be handed over. List them in order of priority from the most important to the least important. They should contain all the relevant details; for example, if they are time-bound projects, include the deadlines, progress of work so far, the budget, and the people involved, whether directly or indirectly, in its implementation. Other details that must be included are:

· The positions and names of co-workers that you interact with in the process of carrying out tasks

· The names of other individuals, internally or externally, that you interact with in carrying out tasks

· The org structure/hierarchy (relationships) that your new employee should understand



2. Coordination must be between the person handing over the responsibilities, the manager, and the person who will be receiving the onboarding/transition. 



3. During the actual agreed upon onboarding/transition, make it as detailed as you can. If you are unable to complete all the current and pending activities and projects, make sure to inform the onboarding/transition recipient about them. Give all the necessary details so they can pick up from where you left off and finish the activities themselves.



4. All important details and updates regarding onboarding/transition must be provided to the manager. Keep the manager informed.



5. Where the person assigned to onboard/transition a new employee is a colleague, report to the manager including the following:

· The timeline of onboarding/transition (in the notes section), from the time it started until it was completed, and a copy of the plan (above)

· Activities that were completed during the onboarding/transition, and those that are left incomplete

· Any notes or special points of interest that might help the next person in carrying out the tasks and responsibilities handed over to him; and

· Any other special points that the manager should know about.
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4. Email One - 2 weeks prior to start V2025.docx
Please note: 

Suggested wording and events are provided below.  You will have to edit this message to make it fit for your employees first day and your schedules and intents. This messaging can be used as a starting point.

____________________________________________________________________________________



Hi Name,

Can you believe your first day is Monday, March 4th and it's just around the corner. I wanted to provide you with an idea of what to expect between now and then.


Here are some things you might like to review prior to your first day:

· Maps

· Parking information

· Accessibility information

· Pay schedule

· Benefits and pension information

· Ways to engage with others when you start

· Indigenous Education and Cultural Services

· Ontariotechu.ca 

Your employee pension and benefits will be activated after receipt of completed enrolment forms.  Please contact our Total Rewards Team at pensionandbenefits@ontariotechu.ca to further discuss.

The service request to have your IT requirements completed went out Friday.  As a result, I am anticipating that we will receive your laptop and access privileges by your first day.

We're very excited to have you join the department.  I've attached to this email the announcement that I've drafted which will go out later this week to introduce you to the team.

Welcome to the team name!!

Sincerely,

Manager Name
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5. Email Two  - 2 days prior to start V2025.docx
[bookmark: _Hlk116902089]Please note: 

Suggested wording and events are provided below.  You will have to edit this message to make it fit for your employees first day and your schedules and intents. This messaging can be used as a starting point.

____________________________________________________________________________________



Hi Name,

I hope you’ve had a great few weeks and you have been enjoying the amazing August weather we are having!

 I wanted to send you a short note to connect before your first day next week.  I understand that my colleague, PBO/Admin name, has been connecting with you to arrange computers, keys, accesses, etc. I understand from him/them/her that most of that has been arranged so please let me know if you have any concerns or questions.

 We have arranged for you to park here at Campus Corners your first day. Next week will be very busy here on campus with classes resuming and students returning. Expect delays getting to the campus and backups. Let’s arrange to start your first day at 9 a.m. and we can discuss your preferred hours/locations when we meet in person. I have blocked off the first part of my morning to connect with you and show you the office workspaces.  When you arrive, let(name), the security guard in the lobby know you’re here to meet me (CC2123 on the second floor) and we will go from there.

· At 9am we’ll spend some time going over your job specific orientation plan and introduce you to those in the office.  You will have a meeting with one of the team, who will also have your keys and building security pass.

· At 10:30 am, I've arranged for you to go for coffee (my treat) with the Director of the Change Management Office for an informal overview of that office as I know your role will interact with them from time to time.

· [bookmark: _GoBack]At 12 noon, I'd like to meet you for lunch.  We can chat about your first assignments and anything else we haven't had an opportunity to touch base on.

· Note, we do have a small kitchen on this floor with a fridge, toaster, microwave, filtered water (cold/hot) and a sink for cleaning dishes.

· At 3:00, I will walk you around the 3rd floor and make introductions to a few folks you will likely interact with.

· Thursday March 7th you will join other newcomers in the General Orientation training program, Rookie to Ridgeback, facilitated by HR.

We don’t have a dress code and business casual is the norm.   Looking forward to seeing you in person next week.  


Warmest regards,

 Manager name

Cc Manager or PBO
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[bookmark: _Toc120013127]What is Onboarding?



Onboarding, also known as organizational socialization, refers to the process through which new employees acquire the necessary knowledge, skills, and behaviors in order to transition from outsiders to insiders and become effective campus community members. Onboarding programs set down the process of integrating a new employee into an organization and introduces its culture.  Onboarding provides new employees or new to role individuals with the tools and information they need to efficiently become fully productive. 



[bookmark: _Toc120013128]Why practice Onboarding?



New employee onboarding not only benefits the new employee by allowing them to feel accepted and increasing their self-efficacy in performing work duties, it also benefits the organization by ensuring that employees are committed, productive and want to remain with the organization over a longer period of time. 



The initial period when newly hired employees enter an organization provides an opportunity to capitalize on their optimism and ensure the connectedness to the employer brand.  The institution wants new employees to establish an emotional connection to their roles and the overall organization.  Effective onboarding addresses the needs of both the new employee and the organization.



[bookmark: _Toc120013129]Who is involved?



Onboarding is a team effort requiring support from employees, supervisors, managers, the HR and IT department and the executive team members including senior leadership, the President and Provost.



Manager

The nature of onboarding a new employee lends itself to managers playing a pivotal role in the process. Unfortunately, it’s easy to get to a place where all onboarding tasks become the responsibility of one person.  It’s really a team effort led by the hiring manager.



Managers are the first point of contact for an employee’s life at the university. Onboarding isn’t a matter of the first-day meet and greets and documentation – it’s a multifaceted, comprehensive initiative with several moving parts.  As such, employee onboarding efforts should be shared by different key stakeholders across the organization, which includes managers and colleagues taking the time to make it work.



Employees

The new employee’s colleagues should meet the new employee early on. One or two colleagues can be assigned to the new employee as onboarding partners. Colleagues who have the same position as the new employee or who will work closely with them will likely have valuable insight into the new employee’s job role.



[bookmark: _Toc120013130]The difference between Onboarding and Orientation



Employee onboarding and employee orientation are two different concepts that are often confused. Orientation is a part of Onboarding.







Orientation

· Is an event

· Is generally an HR initiative

· Mainly a one-way flow of information to new employee

· Provides initial need to know information including an introduction to the organization, policies, practices

· Provides standard information to a new employee

· Is attended by newly hired employees



Onboarding

· Is a process

· Begins at the acceptance of the offer and ends 100 days after the start date

· Is a shared responsibility by many stakeholders

· Builds relationships

· Consists of regular conversation and feedback between all involved in the process

· Integrates the employee into their new work environment, providing a greater understanding of the organization's mission, values, culture and connection in terms of how the employee and their role fits into the larger organizational context

· Is customized by the new employee's role in a particular area or function of the organization

· Is important for both newly hired and newly promoted employees

· Ties into performance management processes



[bookmark: _Toc120013131]What should an Onboarding program do?



· Make employees familiar with overall goals of organization

· Helps to familiarize the new employee with the organization’s culture

· Illuminate what is important in an organization (eg. Student mission, mental health, diversity and inclusion, sustainability, Truth and Reconciliation, etc.)

· Supports employees as they start on early projects 



[bookmark: _Toc120013132]What is a standard Onboarding timeline?



Onboarding begins at the acceptance of the offer and continues with socializing efforts up to 100 days after the start date of the new employee when it rolls into the regular performance development cycle.  

[bookmark: _Toc120013133]Onboarding best practices



Although an Onboarding program will look somewhat different from one organization to the next, there are best practices that all organizations need to follow to ensure they gain and offer the greatest benefit through their program. Here are some key guidelines to follow when creating an onboarding plan.



Follow a Comprehensive Plan

the onboarding plan must be relevant to all levels of jobs from senior to entry-level positions. It also must be adaptable to specific roles. For instance, onboarding for a rare job only performed by very few individuals may require a tailored approach.  For most jobs, a checklist has been created as a base plan.







Develop a Clear Agenda for the first few days

Onboarding, especially during the first few days, should be a well-planned effort. Using a checklist like the one provided in this guide can help greatly.  



Use a Phased Approach

A new employee has a lot to take in as they start their new job especially if they are a new employee to the organization. Managers should consider a phased onboarding approach by gradually socializing the new employee. The checklist in this guide includes check-in tasks for the first day, first week, first 10 days, first month, first 100 days and first 6 months.



Involve Team Members

Ensure that the new employee meets as many people as possible including team members, colleagues from other teams, and direct reports if there are any.  



With a virtual workforce, group video calls are a good way for employees to introduce themselves to colleagues. One-on-one calls with team members should also be encouraged. An onboarding partner, who can guide the new employee in their first days or weeks, may also be a good idea. Support from an experienced colleague can help build relationships and organizational knowledge and alleviate some of the onboarding effort.



Identifying an Onboarding Partner 

A hiring manager will often identify a partner to contribute to the onboarding of a new employee. The individual may be identified based on their experience, knowledge, and skills and would be someone who is engaged in similar work to that of the new employee, has an understanding of the day-to-day routine of the new employee’s role and work environment, as well as the university culture (the norms, values, beliefs, behaviours that shape how things are done in the employee’s new work environment), has knowledge of and supports the mission, vision, values, priorities and academic plan, and is personable and approachable. 



Responsibilities of the Onboarding Partner

The onboarding partner serves as a valuable resource during the new employee’s first three months, answering general questions and providing standard information that will help the new employee adapt to their new role and work environment. In this role, you are asked to: 

· Make yourself available or communicate which team member has the expertise to answer which types of questions.

· Provide basic information on policies and practices 



Benefits of being an Onboarding Partner 

Being a partner for a new employee offers numerous benefits including: 

· Contributing to the success of a new colleague, the department or faculty, and the University 

· The opportunity to learn just as much from the new employee as they will learn from you 

· The knowledge that you are viewed as someone who brings value, having been selected for the role





















[bookmark: _Toc120013134]References:



Stephenson, Jessica, and Randi Renee Doerr. “What Does Employee Onboarding Mean?” ExactHire, Jessica Stephenson, PHR, SHRM-CP Https://Www.exacthire.com/Wp-Content/Uploads/2014/12/Eh-Logo.png, 13 June 2019, www.exacthire.com/blog/hiring-process/what-does-employee-onboarding-mean-for-your-organization/. 



Noronha, Michael. “4 Employee Onboarding Statistics You Need to Know.” JungoHR, www.jungohr.ca/blog/4-employee-onboarding-statistics-you-need-to-know. 



Pervier, Brittanie. “The ROI Of An Effective Onboarding Program.” ELearning Industry, 3 Dec. 2019, elearningindustry.com/roi-effective-onboarding-program.

 

Council, Young Entrepreneur. “Council Post: How To Get Employee Onboarding Right.” Forbes, Forbes Magazine, 2 Dec. 2015, www.forbes.com/sites/theyec/2015/05/29/how-to-get-employee-onboarding-right/. 



University, Brandon. “Brandon University.” Employee Onboarding @ BU | Human Resources, www.brandonu.ca/hr/onboarding-guide-for-the-hiring-manager/. 



Maurer, Roy. “New Employee Onboarding Guide.” SHRM, SHRM, 16 Aug. 2019, www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/new-employee-onboarding-guide.aspx. 



Derven, Marjorie. “Management Onboarding.” 2008. PDF.



2 | Page



image1.jpeg

7 Ontario
Tech

UNIVERSITY






image2.jpg








