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	                                                  Onboarding for New Staﬀ Members




Onboarding is the crucial process through which new employees acquire the knowledge, skills, and behaviours needed to integrate into an organisation. It encompasses administrative tasks (such as paperwork), ﬁrst-day orientation, role-speciﬁc training (such as shadowing another employee) and integration with the team (such as formal team introduction and informal social gatherings). This part of onboarding can help new employees to build relationships, understand team dynamics, and feel a part of the unit and organisation.
Having responsibility for a new employee’s onboarding can be challenging, particularly if the manager is themselves new to the role of managing people. However, with a structured onboarding plan, line managers can help new employees to enjoy a positive onboarding experience, setting them up for long-term success.
A structured onboarding experience can positively impact employee engagement and productivity, reduce time spent orienting new employees to the unit, and help towards the creation of a culture where employees feel welcomed, valued and motivated. A poor onboarding experience can result in new staﬀ members feeling confused, uncomfortable and unsettled, negatively impacting productivity and retention.
Structured onboarding will not always work for everybody. There may be occasions when it may be necessary to revisit elements of the onboarding plan and it is crucial that line managers recognise the signs that onboarding is not eﬀective. Such indicators might include:
· Early signs of underperformance, where the staﬀ member is struggling to meet basic
expectations despite having the necessary skills and qualiﬁcations
· Employee appears disinterested or disengaged, which could result from an initial feeling of
overwhelm
· Employee is asking repeatedly for the same information to be explained to them, or they are not understanding processes, which could result from not having received the necessary information to begin with
· Employee is often by themselves or appears aloof, which could indicate that they are having diﬃculty feeling part of the team

These indicators may present at a very early stage in the employment relationship. Revisiting the job description with the staﬀ member and redeﬁning goals, along with revising role speciﬁc training, may help to reset the experience. Above all, the creation of a space where the employee feels they can talk to the line manager about any diﬃculties they are encountering, will be crucial to their success in the organisation.

Refer to your HR Business Partner / Senior HR Manager if you need guidance at any stage of the onboarding process.
Refer also to University Guidelines & Checklist for the Induction Coordinator: New-Starter-Onboarding-Guide-&-Checklist.pdf




	Sample Welcome Email from Induction Coordinator/PI/Line Manager

	

Dear [insert first name of appointee,]

Congratulations to you on your recent appointment to University of Galway and to introduce myself as your induction coordinator.

I look forward to meeting with you on the day of your arrival on [DATE] at [TIME] in the [X Building address]. We’re in building [XYZ] in the University-of-Galway-Campus_A4-Map.pdf
If driving, you may find it useful to refer to Parking-Locations_Galway-A4-Map.pdf for information on campus parking.

(If you are unable to meet the new appointee on the day of arrival, please nominate a colleague / buddy and insert the following).

My colleague, [NAME] will meet with you on the day of your arrival to help show you around and get you settled in.

In the meantime, should you have any questions, please contact me.

Kind regards,
[NAME, CONTACT DETAILS]
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