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About eLogic Learning

KEY TAKEAWAYS
• Effective onboarding sets companies up for
short and long-term success.
• Onboarding training can reduce knowledge
gaps among new hires.
• A strong onboarding process improves new
hire retention by 82%.
• A documented onboarding process is
essential for consistency.
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INTRODUCTION
You’ve just signed a candidate to fill that open position at your company. Your new hire
has excellent experience, the necessary skills and fits into the existing work culture. And
since it costs an average of $4,000 to hire a new worker, your boss eagerly wants to
start reaping the return on that investment. How this employee is onboarded can be the
difference between creating both short-term and long-term business success or sending
your new hire diving back into the job search, while knocking your talent acquisition
department back to square one.
This guide will explore the benefits of a modern-day onboarding process and teach you
how to implement onboarding best practices to improve your overall work culture and
retain high-performing employees.
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ESTABLISHING A SOLID FOUNDATION
Onboarding training is the best way to start your new hire off on the right foot with your
company. An onboarding process that makes the new hire feel like he or she matters is
the only way to create trust and a solid foundation for future success.

AT THE END OF DAY 1, THE EMPLOYEE SHOULD FEEL:

Welcomed

Supported

Connected

Valued

Small touches and details
can make a new hire
feel like part of the team
from the beginning.

New hires should not
have to figure out
everything on their own.

Ensure new hires
have access to the
necessary tools like login
credentials, codes, etc.

Listen to any suggestions
or questions. New hires
bring a fresh perspective
to your company.

Your new hire will most likely recognize that onboarding training, and any additional
learning opportunities, are investments. Everyone wants to be viewed as a valuable
investment. Moreover, learning the wrong concepts or protocols can unintentionally
create bad habits going forward, even among the most promising new employees.

GIVING YOUR NEW HIRES SPACE TO BREATHE
Self-starter, self-directed, quick learner. These are all terms you’ll see on resumes and
maybe a few of them were sprinkled into your job posting. Bosses value these attributes,
but certain onboarding processes might not gel well with new employees who are truly
self-starters. Plus, too much information at one time won’t give the person time to
absorb new names, faces, rules and expectations. While most managers are eager to
give the lay of the land, don’t be afraid to provide space for new hires to get settled and
figure out how some things work for themselves on Day 1.
© 2019 eLogic Learning, an Absorb Software Company. All Rights Reserved.
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SHORTEN LEARNING CURVES THROUGH
TRAINING
Even your superstar employees probably had a learning curve when they first started
the job. Your new hire can walk through your office doors extremely qualified, but needs
time to figure out how things are done at your specific company. After all, it can take
months for employees to become fully productive. An HR study shows the average time
for workers to become fully productive is about 8 months, while other studies say up to
two years.
Incorporating learning opportunities into the onboarding process is essential. Teaching
while onboarding intrinsically makes sense, but the onboarding process at many
companies just doesn’t focus enough on learning and training.
Moreover, onboarding training that caters to different learning styles helps increase
information retention. This can reduce the impact of learning curves at a company, while
helping new hires reach maximum potential and productivity quicker.

AVERAGE TIME FOR WORKERS TO
BECOME FULLY PRODUCTIVE

82
to

MOS.

YRS.
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REDUCE TURNOVER RATES
According to a study by the Brandon Hall Group, organizations with a strong onboarding
process improve new hire retention by 82% (and productivity by over 70%). By offering
a robust and useful onboarding training process, you can reduce employee turnover
rates. Especially since turnover and retention are issues for companies of all sizes and
industries.
According to the 2019 Retention Report from the Work Institute:

27%
41.1M
$617B

of employees voluntarily left their jobs in 2018.

workers in the U.S. voluntarily left their jobs in 2018.

was lost by employers due to employee turnover in 2018.

Onboarding training can also make the employee feel more empowered to find answers
and get into the regular work routine quicker – reducing burnout and frustration.
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MITIGATE COSTLY MISTAKES
If employees are a company’s greatest asset, then the negative actions of employees
can pose the greatest risk as well. When a new hire is still learning the ropes, there’s a
greater chance accidents or mistakes will occur.
According to research by the Institute for Work and Health in Canada, the risk of a work
injury in the first month on the job is over three times as likely to happen as compared
to the risk from a worker who has been on the job for over a year. The institute
attributes the greater risk to lack of job experience and inadequate safety training.
Costly mistakes can also occur if
the new hire receives incorrect
training. Not learning how to use
equipment properly or incorrectly
training new employees on
process and procedures set
poor precedents and it could
be challenging to unlearn these
methods.

POOR ONBOARDING TRAINING CAN HAVE A
NEGATIVE IMPACT ON:
• Safety – Workers have a higher risk of getting
hurt during their first month on the job.
• Finances – OSHA estimates employers pay
almost $1 billion per week for direct workers’
compensation costs alone.
• Reputation – The public perception of your
company could suffer after an employee
error or mistake due to improper onboarding
training.
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ONBOARDING ISN’T THE END
You’ve hired eager and curious new employees, so ensure they’re receiving continuous
opportunities to learn. Through onboarding training, you can let new hires know learning
and development are important at your company from the very start, but don’t stop
there. Set a precedent for adopting learning into their day-to-day work lives, so training
isn’t just something that happens during onboarding or once a year for compliance
regulations.
According to a Pew Research Center study, 54% of surveyed workers said training/skill
development throughout their work life will be essential, while another 33% said it’s
important.
N/A

Not Important

12%

Important, But
Not Essential

33%

1%

% of workers
saying training and
skills development
throughout work
life will be...

Essential

54%

Employees start their time with your company eager and motivated, so capitalize on
that and introduce training and learning their very first week. Let them know that your
company doesn’t just promote continuous learning, it’s actually expected.
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TIPS TO FACILITATE CONTINUOUS LEARNING:
• Require managers to block off time on subordinates’ schedules dedicated to
growth and development.
• Set up a reward system for employees who complete trainings.
• Have workers participate in online or face-to-face discussions to review new
content.
• Allow employees to absorb new material on their terms through mobile learning.
• Offer higher education programs where employees can earn advanced degrees on
your company’s dime.

The key is to make continuous learning engaging and relevant for employees, whether
they’re new hires or have been with the company for years.
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CHECKLIST FOR IMPROVING COMPANY
CULTURE THROUGH ONBOARDING
Your company is going to develop a culture whether you try to
cultivate one or not. Be proactive by creating a positive workplace
culture starting with each employee’s first day on the job. They’ll
never forget their first day at your company, so it’s important to
start off by making a great first impression.

Instantly download this
checklist by clicking the
button below!

PRE-EMPLOYMENT
□□ Documents – New hires should know which documents to bring on Day 1 such as a voided check
for direct deposit and a social security card or birth certificate.
□□ Parking Directions and Entrances – Instruct new hires where to park and how to get into the
workplace.
□□ Time of Arrival – Clarify what time new hires are expected to arrive on Day 1.
□□ Dress Code – Inform new hires of your company’s dress code before Day 1 so they know what to
wear.
□□ Lunch – If you’re planning a welcome lunch, instruct new hires not to bring their own food.
□□ Personal Preferences – Have new hires fill out a brief survey on their preferences or interests (such
as their favorite candy, any dietary restrictions, etc.) and have something nice waiting on their desk
on Day 1 based on their answers.
□□ Swag – Who doesn’t love getting some swag? Excite new employees by having a shirt, mug and/or
other company branded items waiting for them when they arrive on Day 1.
□□ Heads-Up Email – Send an email to the whole company (or just within a department) letting the
team know a new person will be starting.
□□ Area Overview – Send new hires a list of restaurants or points of interest near your workplace.
They may not know the new area even if they live in the same city.
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DAY ONE
□□ Warm Welcome – Greet the new hires and show them their workspace.
□□ Company Overview – Introduce new hires to coworkers, teams and do a tour around the office.
Provide an organization chart with names and pictures.
□□ Set Up – Ensure the computer, speakers, email, voicemail, video conferencing and other
communication tools are properly configured for the employee. Grant access to internal drives.
□□ Independent Time – Give new hires an hour or two on their own to get settled and start
independently getting a grasp of the new terrain.
□□ Lunch – Hold a welcome lunch for new employees. Invite the people they will be collaborating with
on a day-to-day basis.
□□ Complete Employee Paperwork – Set up direct deposit, sign up for insurance or other benefits,
make copies of employee documents and have new hires fill out emergency contact info.
□□ Tools and Software – Give new hires the logins and permissions for tools and software they’ll need
to do their job.
□□ Roles and Responsibilities – Review the day-to-day responsibilities and expectations for the first
week.
□□ Compliance Training – Have new hires complete any necessary courses or training.
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WEEK ONE
□□ Day 1 Debrief – Ask if new hires have any questions or concerns from Day 1.
□□ Learning and Training – Have new hires take courses to learn new procedures, industry terms and
company processes.
□□ Past, Present, Future – A stakeholder should present a live or recorded version of the state of your
company and where it is headed in the future.
□□ Dive In – Encourage new hires to dive into day-to-day assignments and offer support when they
need it.
□□ First Week Debrief – Wrap up first week activities and create expectations for the first month.

BEYOND WEEK ONE
□□ Ongoing Learning – Training and courses should continue through the employee’s tenure to ensure
engagement, compliance and growth.
□□ Input and Feedback – Ask new hires what could make the onboarding process even better then
make adjustments based on feedback.

LET’S DO THIS!
Want to start implementing these onboarding strategies?
Click the button below to instantly download a Word version of this
checklist that you can modify, print, and use for your next hire!
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The Best Foot Forward
By creating a thoughtful and effective onboarding process, you can promote a better work culture, create
unique learning opportunities and make employees feel valued. Reach out to learn how you can use a
learning management system to facilitate a better employee onboarding process.

CONTACT US

FOR MORE INFORMATION VISIT:

