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The onboarding communications status tool can help you to track the progress of your onboarding communications. It allows you to add information about the status of each component of your organization’s onboarding phase. Select the communications and messengers that your organization will use during the onboarding process. 

Write completed, in progress, or not started under the status column or use colors such as yellow, green, or red for additional visual effects. Be sure to update the status column regularly. 

	Who
	What
	Onboarding Phase 
	Status

	Top Management 
	Organization’s overview, vision, mission, values, history, products, services, and business model
	General orientation
General onboarding
	

	
	General cultural norms
	
	

	Human resources
	Organizational structure
	
	

	
	Company policies 
	
	

	
	Benefits
	
	

	
	Onboarding program phases and facilitators
	
	

	
	General directory
	
	

	Manager or supervisor
	Specifics of position
	Role-Specific Onboarding
	

	
	Role clarification for buddy, mentor, coach, and others
	
	

	
	Performance expectations
	
	

	
	Performance management
	
	

	
	Specific contact list
	
	

	
	Department’s or unit’s norms
	
	

	
	Career mapping
	
	

	Learning and development
	Buddy or mentor
	
	

	
	Mandatory trainings
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