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This tool will help you describe each element of your organization’s role-specific onboarding. First, describe each element’s main characteristics under the column labeled Content Highlights; use bullets to facilitate reading the information. Then, add your comments about each element, such as who is defining and delivering the content under the Comments column. Last, keep track of the progress in the design and delivery of each component under the Status column. Share the tool and your results with the employee’s manager or supervisor. 

	Element
	Content Highlights
	Comments
	Status

	Role-specific onboarding content and duration
	
	
	

	Updated job descriptions
	
	
	

	Trainings
	
	
	

	Performance goals, expectations, and reviews
	
	
	

	Role-specific systems
	
	
	

	Career development
	
	
	

	Supervisor’s working style, availability, and communications preferences
	
	
	

	Employee’s working style, availability, and communications preferences
	
	
	

	Department’s: 
	
	
	

	Size
	
	
	

	Reporting structure
	
	
	

	Products and services
	
	
	

	Internal and external clients
	
	
	

	Current projects
	
	
	

	Common acronyms and jargon
	
	
	

	Core processes
	
	
	

	Main contribution to the business
	
	
	

	Culture
	
	
	

	Business plans
	
	
	

	Business goals
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