On-boarding Framework

The Welcome Aboard Program aims at welcoming new employees as well as equipping them with the knowledge and tools needed to be successful.  The process can last up to a year.

This program is designed to provide new employees with useful information and to connect them with key players in order to ensure they successfully transition within our Organization.

The Human Resources Manager supports the supervisor in following through on the completion of the on boarding checklist and the mandatory training and maintains communication with the Program Manager regarding required updates and enhancements. 

The elements
1. Pre-boarding - from acceptance of offer to 1st day

2. Orientation - hitting the ground running:  1st week 

3. Integration - building enduring relationships:  1st-6 months

4. Measuring and tracking 

Pre-boarding - The relationship between the new employee and the organization begins to take shape.  

	Key Activities

	Days before arrival
	Who is Accountable?
	Tool

	Select and coach sponsor as per Guide.

	10 
	Supervisor

	Supervisor’s Guide

	If not already, become familiar with On-boarding Program and tools.  Connect with the new hire before his or her arrival, if relevant and appropriate.
	7
	Supervisor

	Framework

	Set-up the work station – computer, email account, telephone, locker, supplies etc… if applicable.

	7
	Local resource 
	On-boarding Checklist

	Prepare first day’s agenda with supervisor. 

	7
	Sponsor
	Supervisor’s Guide

	Prepare a bilingual memo announcing the new arrival.

	5
	Supervisor

	Supervisor’s Guide

	Obtain Welcome Kit from HR office.

	5
	Local resource
	Welcome Kit


Supervisor’s Guide:  designed to provide the supervisor with useful information on how to successfully integrate a new employee.  It is the supervisor’s responsibility to cover all aspects recommended in the guide and ensure completion of the checklist.
On-boarding Checklist: a tool to ensure a full and consistent delivery of the Welcome a board Program.  It is intended for both the supervisor and the new employee throughout the first year of employment. 
* Once the On-boarding checklist is complete, the new employee returns it to the local Human Resources Manager. 

Welcome Kit:  a welcome package produced and supplied by the Human Resources Division, which includes useful, practical reference sheets and pamphlets.  
Orientation - hitting the ground running
Orientation is the foundation of the program.  We are getting the new employee ready for the job and started on the right foot by providing tools and information about the Staff of the Non Public Fund (CF).

	Actions

	When?
	Who is Accountable?
	Tool

	Give the Welcome Kit to the new employee.  
Present the Go To and Acronyms chart as reference tools.

	day 1
	Supervisor
	Welcome Kit with GoTo and Acronyms inserts

	Start addressing the items on the On-boarding checklist and follow it through over the course of the first six months to ensure that all points are covered.

	day 1
	Supervisor  and Sponsor
	Welcome letter with On-boarding Checklist on the reverse side.

	Give the new employee access to the E-booklet and videos with a few hours to read and view them.

	week 1
	Local resource
	E-booklet and corporate videos
(CFPSA web site)

	Meet local Human Resources Manager or Assistant to complete administrative pay and benefits forms.

	week 1
	HR services
	HR administrative papers


E-booklet:  an electronic guide created to answer personnel and administrative questions.  It provides all the “need to know information”.  A hard copy of this booklet is available in every Human Resources office.  The Orientation e-booklet is available at www.cfpsa.com/employeezone.  The Go To sheet will rapidly get the employee where he/she wants to go.

Corporate Videos:  a series of videos entitled “Everything you want to know about working with the staff of the Non Public Funds”.  They are not intended to be viewed at one sitting, but rather throughout the first few months on the job.  They highlight many of our programs as well as the relationships between our Divisions, the Bases/Wings/Units and the Department of National Defence.  Viewing these videos will help the new employee better understand our mandate and mission.

Integration - Building enduring relationships 
It follows Orientation and it is the phase when we;

· Share the crucial job and team specific information the new employee will need to succeed.  

· Ensure she or he feels part of the team and sees our organization as a great place to work.

	Actions

	When?
	Who is Accountable?
	Tool

	Continue addressing the items on the On-boarding checklist and follow it through over the course of the first six months to ensure that all points are covered.

	on-going
	Supervisor and new employee
	On-boarding Checklist

	Teach our informatics systems.

	day 1-7
	Local resource
	

	First assignment.

	day 7-14
	Supervisor
	Supervisor’s Guide

	Schedule new employee to mandatory corporate learning.

	month 1
	Local resource
	List of mandatory courses

	Complete probation period.

	month 6
	Supervisor
	Supervisor’s Guide


Measuring and Tracking

We ask the new employee – how are you doing?  
And we ask ourselves - how successfully are we integrating the new employee?

	Actions

	When?
	Who is Accountable?
	Tool

	4-6 week check-in

	4-6 weeks
	HRM  
	List of questions for HRM to ask

	Follow through on mandatory training and record in HRIS

	months 3-6 
	HRDM
	List of mandatory courses

	Six month feedback/ survey
	month 6
	HRM 
	online feedback form



3 month questionnaire:  brief questionnaire to find out how the employee is integrating and if he/she is receiving the critical information and support.

Mandatory courses:  the list of training activities for which the employer is responsible in regards to complying with federal legislations.

Feedback form:  designed to obtain feedback from the new employees on how well we the Human Resources Division, have guided them through their first six months.
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