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About This Document  

owner HR   

access & use Restricted to Managers  

what it is 
A combined process guide for HR and Hiring Managers that outlines what 
needs to be done to bring a new employee into the company, before they 
arrive and on their first day  

who uses it HR and Managers involved in preparation for and orientation of new hires 

Overview 

About this process 

It’s important to prepare well in advance when new hires join the company so they feel welcomed and 
confident about their choice to join the company.   

Supporting documents  

There are a number of templates and guides available to support you through the process.  The rest of 
this Guide describes when to use each one, but they’re listed below for quick reference.    

Click on an icon in the table below to open that document.     

Note:  The Doc ID column contains a unique identifier for all our HR documents.  Think of it like a bar 
code you don’t have to pay attention to, unless you want to double-check you have the right document. 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 
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Doc ID Document Name Description Doc Help Ex. 
OO-ALL-
3950-R. 

New Hire Preparation 
Guide for Administration 

Guide for administrative staff on steps required 
to bring a new hire on board    

PP-MGR-
3100-S 

Process Guide for 
Managers –Probationary 
Periods 

Outlines a step-by-step process for managers of 
the probationary period process, and explains 
who's responsible for each step 

 
  

PP-MGR-
3110-M. 

Probationary Period 
Review Form  

Form template for defining position success 
factors and setting performance expectations for 
new or transferred employees 

   

TD-ALL-
4200-M 

Skills Gap Assessment 
Form 

Form for assessing the immediate training needs 
of new hires, or existing employees transferred or 
promoted into new positions 

   

OO-ALL-
3940-R 

Orientation Presentation Presentation template for orientation of new 
hires    

Prepare for New Hire – HR  

 

 Remove job posting 

Remove the job posting filled by the new hire from the company website and any other external 
advertising sources.  Advise CUSTOMIZER:  Example - Website Administrator  to update the position 
status on the website as “This position has been filled.” 

 Set up employee files 

Set up CUSTOMIZER:  electronic and/or paper HR files  for the new hire.  Prior to their first day of work, 
ensure you have received and filed the new hire’s sign-off on contract documents.   

This signed paperwork is crucial. If you received the new hire’s contract acceptance confirmation via 
email, have them sign printed copies on the first day of work. 

 Communicate administrative preparation tasks 

1. As soon as a candidate has accepted and signed an offer with a concrete start date, alert the 
following people as each one plays a part in preparing for the new hire’s arrival: PR
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• Office Administrator 
• IT Administrator 
• Payroll & Benefits Coordinator 

2. Send two meeting requests at the same time to all individuals listed above so they have two 
reminders in their calendars to do their tasks and the date they need to be done by:  

• First reminder – calendar entry dated 7 days before the new hire’s start date 

• Second reminder – calendar entry dated the day the new hire starts 

3. Use the script below as a starting point.  Copy and paste it into the meeting request email, then 
modify as appropriate, replacing the text enclosed in angled brackets with information related 
to this new hire.  

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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Example Email Script – Preparing for New Hire  

Subject line:  <New Hire Full Name> starts on <start date> 

<New Hire Full Name> is our new <position title> starting <start date>. 

• <First Name>’s status is: <Enter:  Regular full-time employment / Regular part-time 
employment / Temporary full-time employment / Temporary part-time employment / 
Independent Contractor / Consultant>   

• <First Name> <is/is not> eligible for vacation and other paid time off benefits. 

To prepare for <First Name>'s arrival, please perform the actions assigned to your role in the attached 
New Hire Preparation Guide. 

New Hire Orientation Schedule – First Day 

I have drafted up a suggested orientation schedule for <New hire first name>’s first day.  If your role is 
listed, please reserve the time in your calendar assigned to you to meet with <New hire first name> 
and go over the items assigned to you in the attached New Hire Preparation Guide.  If you are not 
able to be available at the time requested, please get back to me with an alternate time that works 
for you. 

1. Hiring Manager:  9:00 am to 9:30 am – Introduce new hire to staff 
2. Office Administrator:  9:30 am to 10:00 am – Facility tour and office services info 
3. IT Administrator:  10:00 am to 10:30 am – Computer set up and network practices 
4. <HR Manager or individual responsible for Company onboarding>:  10:30 am to noon – 

Orientation presentation, contracts, forms, questions 
5. Hiring Manager:  Lunch with <New hire first name> at 12 noon 

Confidentiality 

The purpose and timing of this email is to make sure we’re well-prepared for the new hire’s arrival.  
All information it contains is confidential until communicated publicly by senior management or HR.  
The new hire may not yet have communicated their decision to join the Company to their circles, 
therefore, this information should not be shared with others.   

Thank you for your cooperation and help.  We look forward to welcoming <New hire first name> to 
the Company!  
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NOTE:  The meeting 
request reminders you send 
to Hiring Managers will also 
be in your calendar. It is 
HR’s responsibility to follow 
up with the manager and 
ensure the probationary 
review process is followed. 
 

    
    

     
      

    
     

   
    

 Prepare for probationary period 

1. Send meeting requests to the Hiring Manager for 3 separate dates, to serve as reminders to 
assess the new hire’s performance at the end of the probationary period, or renew/extend the 
contract for a temporary employee or contractor: 

• First reminder – Two weeks before the end of the 
probationary period outlined in the employment 
contract 

• Second reminder – One week before the end of the 
probationary period 

• Third reminder  – The day the probationary period ends 

2. Use the script below as a starting point.  Copy and paste it 
into the meeting request email, then modify as appropriate, 
replacing the text enclosed in angled brackets with 
information related to this new hire.  Two scripts are provided—one for regular status 
employees and one for temporary or term employees, or contractors. 

 

Example Email Script – Regular Status Employees  

Subject line:  Preparation for <New Hire Full Name>’s end of probationary period dated <date> 

<New Hire Full Name>’s probation period ends on <date>.  By <date – 1 week before end of 
probationary period>, please ensure that you:  

1. Finalize the ratings in the PP-MGR-3110-M. Probationary Period Review Form that you 
created for the open position.  

2. Determine if they will successfully complete the probationary period.  

3. Advise HR of your decision. 

Refer to the following guides:  

 PO-MGR-3105-R. Performance Management Overview Guide 

 PP-MGR-3100-S. Process Guide for Managers - Probationary Period  

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
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spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 
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• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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 Prepare for Orientation meeting 

1. Make sure you have an Orientation meeting scheduled in your calendar for the new hire’s first 
morning at work.  

2. Order snacks and beverages for the Onboarding meeting. 

3. Prepare the ‘new hire kit,’ which includes CUSTOMIZER:  insert items in new hire kit. May 
include : company swag, tissues, a snack bar, coffee mug, water bottle, and other items placed 
inside a tote bag.  

4. Prepare printed materials for the new hire, ideally presented in a binder or folder: 

Key take-away information 

• Printed copy of the Orientation Presentation so the new hire can take notes 

• Holiday/vacation schedule 

• Company organizational chart 

• Staff & Telephone directory 

• Employee Manual or Core Company Policies document 

Forms to be completed 

• Benefits enrolment forms  

• If the terms and conditions of the contractual offer documents were confirmed by email 
only, and Company and new hire signatures were not obtained: 

 Print the final 2 copies of the contractual documents sent by email that require 
signatures 

Example Email Script – Temporary or Term Employees and Contractors 

Subject line:  Determine status for <New Hire Full Name> contract ending <date> 

Staff members working for the Company must always have a valid signed contract in place.  <New 
Hire Full Name>’s contract expires on <date>.    Please communicate with HR if you intent to 
extend the contract or it will be assumed that the contract will end on that date, triggering the 
action items outlined in the DP-ALL-4610-M. Staff Departure Checklist. 
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 Obtain authorized Company signatures 

Prepare for New Hire – Manager  

 

 Confirm logistical needs 

Review OO-ALL-4620-R. New Hire Preparation Guide for Administration to understand the administrative 
tasks done by IT, the Office Administrator, and Payroll to prepare for the new hire. 

1. As soon as the candidate has accepted the offer, coordinate with IT to: 

a. Ensure the new hire’s email is set up at least 1 week prior to the start date 

b. Communicate computer equipment and software application requirements 

c. (If the new hire is a manager) Advise access permissions for Manager-restricted HR folders 
and resources.   

2. Determine if a phone card or mobile phone is required.  If so, advise CUSTOMIZER:   Insert Title 
at least CUSTOMIZER:   Insert length of time, e.g., 1 week in advance 

3. Determine if a credit card is required.  If so, advise CUSTOMIZER:   Insert Title at least 
CUSTOMIZER:   Insert length of time, e.g., 1 week in advance. 

4. Determine if parking is required.  If so, advise CUSTOMIZER:   Insert Title at least CUSTOMIZER:   
Insert length of time, e.g., 1 week in advance. 

5. If the new hire is filling a new position and represents an increase to headcount:  

a. Determine the seating and workspace arrangements with the CUSTOMIZER:  Insert Position 
title responsible for office seating.  

b. If an office or more desirable work space is required, you must obtain approval from 
CUSTOMIZER:  Insert Position title responsible for office seating in advance.  

 Announce new hire to Company 

Communicate the new hire’s pending arrival to all staff as soon as is feasible. This lets them start 
thinking about how to prepare for the new hire’s arrival.  Send out an announcement email as soon as 
appropriate after the offer has been accepted.   

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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Use the script below as a starting point.  Copy and paste it into an email, then modify as appropriate, 
replacing the text enclosed in angled brackets with information related to this new hire. 

 

 Prepare for first day 

No matter how competent and capable, the new hire will be looking to HR and the Hiring Manager to 
provide structure and guide them through the first week.  The key is preparation. 

1. Contact the new hire to set the start time for their first day of work. 

2. Send flowers or a fruit basket before the first day of work. The investment is worth every penny 
and shows preparation and care.  It also engages the new hire’s family members by sending 
something that everyone can enjoy. 

3. Prepare to engage the new hire with your team: 

Example Email Script – Announcing the New Hire  

Subject line:  Welcome <New Hire Full Name>  

Please join me in welcoming <New Hire Full Name> to <Company Name> in the position of 
<Title> effective <Hire Date>. 

<First Name> comes to us with number years of experience in <function duties> and has an 
extensive background in <job function>.   

<First Name> reports to <me or Manager name> in our <location> office and will be working 
closely with the <teams> to ensure goals.  

<First Name> is an avid <sport or hobby> and <insert some light or amusing information - 
without getting too personal>.  

To learn more about <him/her>, check out <First Name>'s profile.  

You will find <First Name> located near <proximity or area>. Please drop by and introduce 
yourself when you get the chance. 

WELCOME ABOARD <First Name>!  
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• An email account should be set up by IT at least 1 week prior to the new hire’s arrival. As 
soon as it’s in place, you and your team should begin emailing appropriate information and 
relevant meeting requests to the new hire  

• Block off the new hire’s first day in your calendar (or at least the morning and lunch) to 
make sure you have time to spend with them 

• Schedule meetings for them to meet with immediate stakeholders, direct reports, and 
peers.  These meetings will help them gather information, meet key team members, and 
understand how we do things here 

4. Set your new employee up for success right from the first day: 

• Prepare a printed agenda for the new hire’s first week, to be reviewed on their first day.  
Make sure to include the first morning orientation schedule set up by HR, which will include 
meetings with you, the Office Administrator, IT, HR, and lunch with you 

• Assign a ‛go-to person′ to support them for the first 2 weeks 

• Gather reading material, files, and relevant resources to help bring them up to speed 

• Prepare to give the new hire something tangible to work on as soon as they arrive, and be 
available to provide extra guidance throughout the first few tasks.  It’s important that both 
you and the new hire understand exactly what’s expected of each other 

5. Prepare a TD-ALL-4200-M. Skills Gap Assessment Form for the new employee’s position.  
Customize the form template so that it’s ready for new hires to complete on their first day. 

 Prepare for probationary period 

1. Review the PP-MGR-3100-S. Process Guide for Managers – Probationary Periods.   

2. Review the Probationary Period Review Form for the position and update it with the hiring 
information and dates. 

3. Provide a copy of the form to HR for inclusion as an addendum to the individual’s Employment 
Agreement. This ensures the employee understands the performance standards up front. 

First Day – HR  

 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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Step 1. Meet with new hire  

1. Review the OO-ALL-3940-R. Orientation Presentation with the employee. 

2. Present and review the printed materials binder/folder you have prepared (see above). 

3. Before the end of the meeting, obtain signatures for: 

a. Contractual offer documents, if applicable 

b. Payroll and benefits enrolment forms 

 Process paperwork 

1. Scan the signed contractual offer documents and save in employee CUSTOMIZER:  Paper or 
electronic file.  

2. Forward the signed Payroll and benefits enrolment forms to Payroll & Benefits Coordinator 

First Day – Manager  

 

As the new hire’s manager, you have an important role to play in mitigating the one thing that every 
new hire fears: awkwardness.  If you get the first day right, the new hire will never forget it.  

The most important times of a new hire’s first day are the first hour, lunch time, and the end of the day. 
Make sure you are with the new hire during those times.  

It is also important that you don’t send out signals of stress, or that spending time with the new hire is a 
nuisance. We cannot underestimate the importance of showing genuine concern and sending the clear 
message that the new hire is important.  

 Welcome new hire 

1. Adhere to the morning orientation schedule.  

2. Introduce the new hire to co-workers, team members, and key stakeholders. 

3. Review the prepared agenda for the first week with the new hire.  PR
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4. Ensure the new hire is taken out to lunch, preferably by you. If appropriate, immediate team 
members may join you.  Not taking a new hire for lunch is humiliating and lonely. Expense it.  

 Set expectations for working together 

Setting and communicating targets and standards keeps an employee interested and ensures that 
evaluating performance is hassle-free. It also makes it easier for you to monitor performance and take 
corrective action.  

The first few months in a new position are the most critical as they set the tone for what to expect 
thereafter.  From day one, be clear about your expectations. 

Clarify other areas that affect the employee and their role on your team. For example: 

 Can the employee use personal electronic devices at work?  What about personal use of the 
computer? 

 How best to get your attention? Email? Phone call? 

 When are you available? Are you an ‘open door’ manager? All the time or only during certain 
hours? 

 What if you’re not around? Who should the employee ask for advice on a work assignment?  

 What about obtaining signatures for approvals while you are away?  

 How much autonomy does the employee have to make decisions? Under what circumstances 
must they check in with you or someone else? 

 When do you expect the employee to be at work? Is an alternative work schedule possible now 
or in the future? Can the employee work from home?  

 How does the employee get approval to use leave time? What do you expect if the employee 
realizes he/she will be late?  

 What about using sick leave? Who to call? When? Review your absence recording process. 

 How do you handle the employee working additional hours? 

 What are your priorities in the department? What’s the most important work that the new 
employee should always put first? Do you expect employees to offer to help others when their 
assignments are done? 

 How open are you to suggestions or alternative ways of working? 

 How much leadership and initiative do you expect from your employees? 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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 Assign work 

1. Discuss the probationary period and performance expectations, and set objectives.  Refer to 
Process Guide for Managers - Probationary Periods. 

2. Keep the employee busy and put them to work right away.  Be prepared for them to have a full 
schedule from day one.   

3. Ask about the employee’s needs and work style, and how you can help. For example: 

• What do you feel you already know?  

• How can I help you get started?  

• What kind of programs/processes did you use on your last job?   

• Is there training you think you will need?   

• What can I as your manager do to ensure your success? 

4. Show them where to find HR Resources.   

5. CUSTOMIZER:  Insert Health & Safety overview or training requirements if applicable 

 Identify skill gaps 

1. Work with the new hire to complete the Skills Assessment Gap form you prepared for them. 

• Be realistic and specific about what the job requires 

• In the training plan, prioritize bridging gaps that will help the new hire successfully 
complete the probationary period 

2. Sign and submit the completed form to CUSTOMIZER:  HR or position title that approves training 
plans. 

 Touch base 

Welcoming the new hire is a day-long process. The message, “I’m glad you’re here,” needs to be 
conveyed over and over.  

Throughout the day, touch base with the new hire as often as possible.  Answer questions, make them 
feel comfortable and supported. Toward the end of the day, meet with them or grab a coffee to discuss 
how the day went and answer questions.   PR

EV
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If you won’t be very available on the second day or throughout the first week, make sure they know who 
their go-to person is and where to find them.   

 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 
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A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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