A08 Employee Onboarding Checklist For Leaders

island health Supporting leaders to provide a fulsome and positive nhew employee experience

These checklists provide you with an overview of the tasks to complete at each stage of theonboarding
process - from before your new employee’s first day throughto their probation completion. Each
checklistincludes asection that can be customized to the specificneeds of your team. For more
onboardingresources, visit the Pathway to C.A.R.E. page here.

\O High volume hiring? Use these tips to improve your new employee’s onboarding experience

while allowing you to do things simultaneously and more efficiently:

e Rather thanindividual check-ins,consider holding group check-ins with new
employees.

e Usethese check-indiscussionsto shareinformation, ask questions, provide
appreciation, and to have somefun!

e Encouragenew employeesto ask questionsor shareconcerns - it's agreat way to build
trust and team cohesion.

N Onboardingremote employees? Use these tips to nurturesocial inclusion and foster success

'Q' for your new employee:

- e Face-to-facecommunicationis key, evenif only virtual.

e Encourageremote collaborationbetween employees.

e Consider virtual coffee breaks with yourteam to foster socialconnection

e Set clear expectationsand providefeedback early and often. Celebrate success along
the way.

«.~ Keep aneye out for low engagement

Signs of possible retentionrisks Addressing retentionrisks

e Highnumber of frustrations e Listentoconcerns and addressina timely

e Lack ofengagement with team culture way _
¢ Rolediffers from expectations or does not ¢ Behonestandopenonwhatyou canfix and
what you cannot fix

meet expectations in some way

e Does not appear interested in personal
development or in helping make
improvements

e Appears dissatisfied and/or overwhelmed

e Follow-up withyour new employee and
provide feedback regularly

e Provide recognition and appreciation for
their contributions and efforts
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https://intranet.islandhealth.ca/admin_resources/leader/leading_people/onboarding/Pages/default.aspx
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Prior to Start Date

Outcome: A welcoming work environment that is prepared for the new employee and affirms their decision to
join Island Health.

‘ Check once

Task complete

Send welcome email to your new employee (link to template).

e This email provides details that will help provide certainty for your new employee.
e Usethetemplateasa startingpoint, but feel free to personalize it to makeit your own.

Provide your new employee with their employee number, email address and temporary
password (detailed steps are found here).

Create and submit service requests/order standard equipment (detailed steps are found here).

Send email to your teamwelcoming the newemployee.

Talkto your new employee about flexible work options (if operationally supported in your
business area).

Put a welcome planin place for your new employee’s first day. Consider sendingtheman e-card
or a physical card from the team, or ordering them some Island Health swag.

Assign a peer ambassador. Read the Peer Ambassador’s Guide to Success for a full description
of this role and how it benefits them, the new employee, and the team.

Schedule daily check-inswith your newemployee for their first week and determine cadence
for ongoing meetings. Check-insare key to building relationships and culture!

Create a personalized onboarding planfor your new employeeusing thetemplate here.

Additional tasks - customize based on needs of role/team
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https://intranet.islandhealth.ca/admin_resources/leader/Documents/welcome-email-instructions-FEB2024.pdf
https://intranet.islandhealth.ca/admin_resources/leader/leading_people/onboarding/Pages/technology.aspx
https://intranet.islandhealth.ca/admin_resources/leader/leading_people/onboarding/Pages/preparing.aspx
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https://intranet.islandhealth.ca/departments/hr/recognition/action/Pages/default.aspx
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Employee’s First Day
Outcomes: New employee feels welcomed, comfortable, prepared and supported; begins to understand the
position and performance expectations.

Check once
Task complete

If employee is working on-site: tour the building and immediate area and introduce your new
employee tothe team.

If employee is working remotely: schedule atime at the beginning of the day to welcomethem
and provide a first week schedule so they knowwhat to expect. Review thetips on how to
nurture social inclusion and foster success on page 1 above.

Introduce your new employee to their peer ambassador.

Meet with your new employeeto review thefollowing:

Workplace guidelines: review working hours, break times, reporting lines, who to notify in case
of iliness, how to request leaves/vacation time, approval processes, whatto do if they will be late,
what todoin case of emergency,etc.

Role and team information: review key job duties and expectations,how their role fits into the
organization, team overview, culture, organizational charts, meetings they’'ll be required to
attend, their personalized onboarding plan,etc.

5!

-()- Moments of human connection throughout the day will go a long way to build feelings of
‘U™ trust, belonging and engagement with theteam.

Identify key people thatyour newemployeeshould be introduced to.Schedule meetings and/or
send email introductions.

Ensure your new employeeis onthe correctemail distribution lists and added to meetinginvites.

Additional tasks - customize based on needs of role/team
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Employee’s First Week

Outcomes: New employee builds knowledge of internal processes and performance expectations; feels settled
into the new work environment; continues to develop, learn about the organization, and build relationships.

Check once

complete

Meet with your new employeeto:

e discuss your leadership style and approach to feedback.

e discuss the probationary process and how/when performance will be assessed.

e provide anoverview of the intranet and communication channels.

e shareinformation onunwritten practices and traditions (i.e. Casual Friday, bringing
cake for employee birthdays, etc.)

Meet with your new employeeto establish some initial work goals.

Schedule regular meetingsto touch base, review and clarify performance objectives,
expectations, projectupdates,and answer questions.

Ensure you're checking in with your newemployee each day to make sure they feel
supported.

Additional tasks - customize based on needs of role/team
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Employee’s First Month

Outcomes: New employee is becoming fully aware of their role and responsibilities, beginning to work
independently and produce meaningful work. They continue to feel acclimated to the environment both
functionally and socially.

Check once

complete

Host regular check-inswith your newemployee.
e Shareinformation, ask questions, provide appreciation and havea little fun!
e Encourage your newemployeeto ask questions or share concerns;it’sa greatway
to build trust and teamcohesion.

r- Suggested check-in questions:

What has been going well for you?

What challengeshaveyouhad?

Do you have the tools and equipment you need to do your job?

Is there anything we should change to help new employees during their
first month with Island Health?

e Isthisjobwhat youthought it would be? If not, how is it different?

Provide performance feedback, address performance concerns, reinforce positive
contributions; look for opportunities to provide clarity on performance expectations.

Explain how performanceis managed and encourage themto startdeveloping formalized
personal goals based on Island Health's strategic framework.

Review progresstoward initial goals.

Identify any additional job specific training needed.

Consider sending a card or e-card to celebrate your newemployee’sfirst month.

Additional tasks - customize based on needs of role/team
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Employee’s First Three Months

Outcomes: New employee is fully engaged in new role - applies skills and knowledge, makes sound decisions,
contributes to team goals, and develops effective working relationships. They havegained greater confidence in
their role, begin to take on additional assignments and work with an appropriate level of autonomy.

Checkonce

complete

Evaluate goal achievement and set new goals. I:I

Provide tasks of increasing complexity to further develop your newemployee.

Provide performance feedback, address performance concerns, reinforce positive
contributions; look for opportunities to provide clarity on performance expectations.
Invite feedback from your newemployee about the overall onboarding process. Consider

providing this feedback to the onboarding teamatonboarding@islandhealth.caso that the
program can be continuously improved.

If applicable, has your new employee successfully completed their probationary period?
Acknowledge this by meetingto discuss their performance and provide an email confirming
probation completion (note: probation periods vary by collective agreement/terms of
employment).

Additional tasks - customizebased on needs of role/team
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Employee’s First Six Months

Outcomes: New employee is functioning at the full working level of the role. They are recognized as a valuable
member of the team and applies their skills and knowledge to achieve individual and team goals.

Check once

complete

Schedule a “stay conversation” with your newemployeeto learn about what’sworking well
and what needs improvement. Key questionsto ask:

e  What doyoumost look forward to aboutyour work?

What are you learning hereand what do you want to learn?

Why doyoustay here?

When was the last time you thought about leaving and what prompted it?
What can|dotomake your job better for you?

For more information on how to conduct a stay conversation, click here.

Evaluate goal achievement and set new goals of increasing complexity.

Provide positive coaching, review issues/challenges, and provide regular,informal feedback.

Discuss career development goals and how you can support them.

Invite feedback from your newemployee about the overall onboarding process. Consider
providing this feedback to the onboarding team atonboarding@islandhealth.caso thatthe
program can be continuously improved.

If applicable, has your new employee successfully completed their probationary period?
Acknowledge this by meetingto discuss their performance and provide an email confirming
probation completion (note: probation periods vary by collective agreement/terms of
employment).

Additional tasks - customize based on needs of role/team
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