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Office of Human Resources 

 

CCRI Onboarding Toolkit for Managers 
 

A positive onboarding experience for new employees sets the stage for a strong start, and 

is crucial to employee retention. Research has found that 

 

 22% of staff turnover occurs within the first 45 days of employment 

 4% of employees leave a new job after a disastrous first day 

 Employees in a well-structured onboarding program are 69% more likely to remain at 

the organization after 3 years 

 At CCRI, managers should be strategic and planful as they bring on new employees, setting the 

stage for employees to feel welcomed and be productive in their new role.  

 

This guide includes: 

 A checklist of actions that managers should take prior to a new employee starting 

 A tool for managers to develop workplans for their new employees 

 Sample agendas for the first several check-in meetings with new employees 

 A list of other key activities that managers can do to welcome their new employee 
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Section 1: Onboarding Preparation Checklist 
 

The following activities will help communicate that this is a welcoming work environment with 

informed colleagues, provide new employees with a fully-equipped work space, and will help 

new employees feel “settled in” on their first day. 

 

 Contact the Help Desk regarding technology for the new hire and schedule a Desk-side 

visit for the new employee on their first day. At this visit, Help Desk staff will make 

sure the new employee is able to access their computer, set up with printers, gets their 

voicemail set up, etc.  

Note: If the new hire is replacing someone, they will use the computer the previous 

employee had. Certain new employees may be eligible for a new computer. Work with 

Help Desk and other IT staff to follow current policies regarding equipment for new 

hires.  

 Email department about new hire. Include start date, employee’s role and bio. 

 Create workplan for new employee (see next section). 

 Make a list of all of the people the employee should get to know as they get started. For 

the most critical relationships, set up the meetings for the employee’s first two weeks. 

For all others, prepare a list of names and contact info so that the employee can reach 

out to schedule a meeting.  

 Put together a welcome packet and include: contact names and phone lists, campus 

map, and other relevant information. 

 Arrange for access to shared drives and/or other systems. 

 Contact Campus Police re: appropriate room access. 

 Arrange pertinent trainings required for the job. Some examples may include: 

 Banner Finance System 

 Banner Student System 

 Workflow 

 Travel reporting  

 Other: _________________________ 

 Other: _________________________ 

 Communicate to new hire what to expect on the first day and first week. 

 Order business cards (if applicable). To do so, fill out the Business Card Order Form 

and complete a requisition that includes the employee’s Banner ID#. Purchasing 

information and can be found on CCRI’s Purchasing Instructions webpage.  

 Add regularly scheduled meetings (e.g. staff meetings) to employee’s calendar. 

 Prepare employee’s calendar for the first two weeks. 

 Add employee to relevant email lists. 

https://www.ccri.edu/businessaffairs/businessoffice/purchasing/purchasinginstructions.html
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Section 2: Developing a New Employee’s Workplan 
 

When a new employee starts working at CCRI, it is important that they are given ample 

time to learn about CCRI and their role. They also benefit from clear expectations for their work 

as they get started. Managers should provide new employees with these expectations, which 

include outlining the specific projects the new employee will be working on as well as work they 

will be doing on an ongoing basis.  

 

To develop a workplan for a new employee, follow these steps: 

 

1. Break down the employee’s work into buckets or categories. These may be specific 

projects the new employee will be working on, functions they play, or other 

responsibilities. 

2. Articulate a 3-month goal for the new employee for each of the categories. What do you 

want the employee to have accomplished by the end of the three months for each 

category or bucket of work?  

3. List the initial steps the employee should take to work towards the goal.  

 

When the new employee begins, review the workplan with them and discuss any of their 

questions. Use the workplan as an ongoing tool to track progress the employee has made towards 

the 3-month goals. You can use the sample workplan tool in the appendix of this toolkit.  

 

Note: Feel free to tailor this tool to your needs. Perhaps a 6-week goal would be a more 

appropriate timeframe, or you’d like to lay out the goals and expectations for the new employee 

in a different way. The key is to communicate clearly about these important topics as soon as the 

employee starts in order to help them understand their role and offer contributions right away.    
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Section 3: Sample Check-in Agendas 
 

Managers at CCRI should hold weekly check-in meetings with their supervisees. These 

meetings accomplish the following: 

 They are an opportunity for the supervisee to bring challenges and questions to their 

manager, as well as review any work for feedback and improvement 

 They provide the space for the manager to hold the supervisee accountable for 

accomplishing the work they should be doing 

 They create an ongoing space for communication, reflection, and relationship-building 

between supervisee and manager 

When a new employee starts working at CCRI, managers should be sure to block out time on 

their first day for an initial check-in, and then schedule ongoing check-ins with the new 

employee. You may want to do an initial check-in on the first day to review some basics, and 

another one later in the week to more deeply review the new employee’s work.  

Following are sample agendas for these initial check-ins with the new employee.  

Check-In Agenda #1 (First Day) 

1. Welcome the new employee and remind them how excited you are that they are joining 

the team 

 

2. Review any housekeeping/logistical items 

 Review their schedule for the first couple of weeks 

 Make sure they have been in touch with HR to review their benefits materials 

 Discuss any other logistics related to their computer, work station, parking, etc.  

 Review hours of work. Explain policies and procedures, use of vacation and sick 

time, holidays, etc. 

 Orient to department specifics (office hours, supplies, etc.) 

 

3. Provide an overview of the department and how their role fits 

 Discuss the role of the department and functional area – its purpose, 

organizational structure, and goals 

 Review the organizational chart and talk about who is who within the department 

 Discuss the current priorities the department is currently working on  

 If possible, walk the new employee around and introduce them to colleagues  

 Review job description, responsibilities and expectations 

 

4. Discuss next steps 

 It’s often helpful to give the new employee some reading materials or other action 

items to start with 

 You may also want to provide the new employee with a list of colleagues with 

whom they should schedule get-to-know-you meetings with in the coming weeks 

 

Check-in Agenda #2 (First week) 

1. Check in on how things are going so far 
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2. Discuss any questions the new employee has 

 

3. Review the new employee’s workplan 

 Walk through each bucket/category of work, discussing the longer-term goal and 

the initial steps the employee should take 

 Be sure to make time for any questions the employee has 

 

4. Discuss your working relationship 

 Talk about your management approach/style 

 Ask the new employee what their expectations are of you – how can you be most 

supportive of their work 

 Talk through any other expectations you have of them 

 Schedule your regular weekly check-in meetings  

 

Check-in #3 (2nd week) 

1. Review the new employee’s questions that may have come up during their first week 

 

2. Using the workplan, discuss any progress the new employee has made, and any questions 

they have about how to proceed.  

 Often new employees need more guidance and structure as they start. You will 

not have to continue to “hold their hand” as they get settled into the role, but in 

the first couple of weeks, it’s okay to offer more specifics about how they should 

be doing their work. 

 Be sure to remind the new employee of your expectations and how their work fits 

into the bigger picture of the department 

 

3. Review next steps/action items  
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Section 4: Other Activities 
 

 The following are other ways you can help new employees feel welcomed and supported 

in their role. 

 

 Make a welcome sign for their desk for when they arrive on their first day 

 Write a hand-written note welcoming them to the team. Have other members of the team 

(or the search committee that helped hire them) sign the note.  

 Take the new employee out to lunch on their first day or sometime during their first week 

 Send an email to any relevant employees, such as any in the department and others that 

the new employee may be working with to welcome the new employee. Provide their bio, 

contact info, and office location. 

 Bring the new employee along to meetings that you are going to, even if they are not 

directly relevant to their role. This is a great way to introduce them to colleagues and help 

them learn about the broader work of the department. 

 If applicable, find opportunities to observe the new employee doing their work within 

their first few weeks on the job so that you can offer feedback and support.   


