
@HR_direct 

@RobinSchooling 

#Onboarding101 

Onboarding 101: 

Your Guide to Successfully 

Welcoming New Hires 

Presented by Robin Schooling, SPHR 



@HR_direct 

@RobinSchooling 

#Onboarding101 

Before we get started… 

 

• Use the chat box on the left to interact with presenters 
and ask us questions 

 

• If you’re having trouble, please message us in the chat 
box, and we will do our best to assist you 

 

• You will receive a copy of the slides in two days 

 

• Join the conversation at #Onboarding101 

Welcome to Today’s Webinar 
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About Robin 

• 25 years experience in senior HR Management  

• Variety of industries: health care, gaming, 

manufacturing and banking 

• Regular speaker at HR conferences  

• Serve on advisory boards  

• Founder of HR consulting firm  

• Founder of blog, RobinSchooling.com 
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Welcome to The Company! 
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• 4% of new hires quit after a disastrous first day 

 

• 22% of employee turnover occurs in the first 45 days of 

employment 

 

• Turnover costs 150% of an employee’s salary 

Why Onboarding? 
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Learning Objectives 

• Legal obligations and recommendations 

 

• What your onboarding should cover 

 

• How to evaluate your onboarding program 
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Legal Obligations 
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• Form W-4 for federal tax withholding 

 

• State withholding form 

 

• I-9 forms to verify work eligibility 

 

• New hire registration form 

 

• OSHA safety training 

 

• Additional forms or training may be 

    required, depending upon your location, 

    business size or employer type 

 

Legal Obligations 
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• Basic safety training 

 

• Sexual harassment training 

 

• Diversity training 

 

• State-compliant job application 

 

• Employee handbook, plus signature of receipt 

Legal Recommendations 
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Practical Considerations 
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• Be prepared for your new employee 

• Work station 

• Computer, including e-mail and software 

• Tell reception staff 

 

• Employee profile 

 

• Direct deposit form 

Practical Considerations 
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Topics to Cover 
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• The five “W” questions: 

• Who 

• What 

• When 

• Where 

• Why 

 

• Try to be interactive 

Topics to Cover 
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• Tell employees about insurance and financial benefit 
plans and include paperwork 

 

• Don’t forget other company perks, such as: 

• PTO policies 

• Discount programs 

• Flexwork 

 

• Include swag 

What… are my benefits? 
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• Employees need to know when benefits kick in or when 

they can start using perks 

 

• Cover any company holidays 

 

• Outline pay policies 

When can I…? 
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• Company missions, values and goals 

 

• Get job-specific, if you can 

 

• Boosts engagement levels by giving a job more meaning 

 

• Create a Company Mission video or use customer 

testimonials 

Why… do we do what we do? 
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• Always give a tour, no matter what size your office is 

 

• Provide a map of the area with restaurants, parking or 

other information to better orient new hires 

Where…? 
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• Introduce to as many people as possible or practical 

 

• Arrange a team lunch for the first day 

 

• Schedule meetings with direct reports and direct 

supervisors 

 

• Send out a new hire survey to personalize interactions 

and help break the ice 

Who…? 
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Evaluating Your Onboarding 

Program 
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• Encourage questions during onboarding 

 

• Look at your turnover rate 

 

• Schedule success check-ins with new hires at key dates 

to see how they’re adapting 

 

• Check in with managers to get their feedback on new 

hires 

Evaluating Your Onboarding 

Program 
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Final Notes 
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Final Notes 
• Best way to improve or create an onboarding program 

is to think back to your own first day 

 

• Cover the five W questions: what, when, why, who and 

where 

 

• Ensure you’re following legal requirements and 

recommendations to protect your business 
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Thank you!  


