
Structured onboarding 101

Design your 
company 
onboarding plan
 
These worksheets will help you carry out the structured 

onboarding approach, including designing your company’s new 

hire onboarding program to set a baseline level of knowledge 

and new hire experience, regardless of role, department or 

function.



Introduction

In an ideal world, hiring managers, IT, facilities, the talent 

management team and everyone else involved in the onboarding 

process are perfectly aligned, just as they are in the hiring process. 

After all, making sure that a new hire is onboarded successfully is 

key to retention, productivity and overall employee happiness. 

Designing a systematic onboarding program to welcome new hires 

to your company has long-ranging benefits: 33% of new hires look 

for a new job within six months of starting and 69% of employees 

are more likely to stay with a company for three years if they 

experienced great onboarding.

Structured onboarding improves new hire experience, ultimately 

ensuring that new hires are set up for success. Whether you’re 

building your company’s onboarding plan for the first time or 

looking to take yours to the next level, use this guide to kick off 

your design process.

 

Getting started
By standardizing a company-wide onboarding process for every 

new hire, regardless of their role or the team they join, you ensure 

that everyone starts with the same information. You’ll be arming 

your new hire with vital context about the company and how they 

fit in, fostering a sense of confidence. A recipe for the warm and 

fuzzies, if you ask us. 

 

Use the worksheets in this booklet to put together your 

company’s new hire onboarding program.

 

SOURCES:

• hbr.org/2015/03/technology-can-save-onboarding-from-itself

• octanner.com/uk/insights/infographics/an-onboarding-checklist-for-success.html

• gallup.com/workplace/235121/why-onboarding-experience-key-retention.aspx

20% of employee turnover 

happens in the first 45 

days

 

It costs 6 to 9 months of 

an employee’s salary to ID, 

source and onboard 

a replacement 

 

Only 12% of employees 

strongly agree that their 

organization does a great 

job onboarding new 

employees
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The week before 

Preparation 
 
 
Touch base with your incoming new hires a week before their first 

day, detailing important information on logistics, how to get to the 

office, what time to be there and general dress code. By providing 

visibility into what to expect, you alleviate any nerves your new 

hires might be feeling and help them feel confident walking in on 

their first day. 

As a general guide, consider what information you would want 

before stepping into a new work environment for the first time.

Use the worksheet on the follow page for some idea starters.

Our 
advice

We recommend coordinating as much as possible so that new hires 

start together, in a “new hire class.” That way, they can socialize and 

experience onboarding at your company with others.

This also helps reduce the amount of time and cross-functional 

coordination required to make onboarding happen successfully.

 

That’s a win-win.
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What is the office dress code? Casual, business casual, business formal, etc.

Are there any important documents new hires need to bring on their first day? 

Passport, driver’s license, paperwork for international hires, etc.

What time should the new hire show up on their first day?

At a high level, what should the new hire expect on their first day? What about the first week?

Where is the office and what’s the easiest way to get there? 

Does the new hire need to sign in at the lobby or can they walk right in? Where can they park?
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The buddy system   
Set up a new hire buddy program
Recruit employees who have been with the company for at least 

three months and assign them a new hire. This buddy will be the 

go-to person for the new hire to ask questions peer-to-peer, get to 

know others in the org and learn more about the company in a more 

casual setting.

Ideally, the buddy is on a different team than the new hire to 

facilitate cross-team socialization and help the new hire get to  

know people outside of their regular orbit. 

What are the new hire buddy’s responsibilities?
Send an introductory “hello” email to the new hire prior to their first 

day. Once the new hire starts, take them out to lunch on their first 

day, introduce them to the team and check in with them regularly 

for the next week or two.
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What is the lunch situation on the first day? Should new hires bring their own lunch, expect to purchase their 

own or is there a new hire team lunch set up?

Is there an emergency contact the new hire should reach out to in case of any delays or unforeseen 

circumstances? What’s the best way to contact that person? Email, phone call, etc.

Build custom pages in the Greenhouse Onboarding Welcome 

Experience so new hires have everything they need (and more!) 

before day one, including, but not limited to: the company mission 

and values, org and department structure, first day need-to-knows, 

onboarding session schedules, benefits and perks overviews and 

even fun photos from past company outings. 

If you don’t have Greenhouse Onboarding, consider putting together 

a deck that includes the information detailed above and emailing it to 

the new hire before their first day.

Our 
advice
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Sample welcome email
 

Use Greenhouse Onboarding to set up automated messages and 

customize to your heart’s content with custom text, photos and 

GIFs. Set the email to send out a week before your new hire’s start 

date and rest easy knowing they’ll get the information they need 

before their first day.

Welcome to Greenhouse!

We are excited for you to start next week on (start date).  

Your first day starts at 10:00am, so feel free to arrive 

anytime between 9:30 and 10:00am.

We are located at 18 W 18th Street, between 5th and 6th 

Avenues. Look for the black and white WeWork sign. Once 

you arrive, take the elevator to the 9th floor and check in with 

reception. Kat can set you up with some coffee or tea, and 

someone will swing by at 10:00am to take you to your first 

onboarding session. 

Some other helpful notes: 

• If you are running late or are experiencing any 

emergencies, please notify Kat via email 

(sample@email.com) or text (123-456-7890). 

• Please be sure you bring proper ID for your 

I-9 form – see attached for examples.

• Our office dress code is casual, so wear whatever is 

comfortable.

• We have plenty of snacks, drinks and breakfast items 

available at the office, and lunch on your first and 

second days will be on us. 

See you soon!

The Greenhouse people team
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The day of 
 
 
Knowledge ramp 
 
Orchestrating internal teams to make new hire onboarding 

successful isn’t easy. Here’s where all your planning and hard work 

needs to come together to make your new hire’s first day one 

to remember.

Determine the most important information your new hire needs to 

know about your company. Sharing the story of your company, its 

history and how it came to be should be a moment to inspire and 

continue the momentum of your new hire’s first day.

Tell your story with some exciting facts that demonstrate the success 

your company has achieved since its inception.

For example, you could include rounds of funding your company has 

earned, impressive customer logos, various awards or notable press.

Our 
advice
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What is the company’s mission?

What is the company’s history? Here’s your chance to tell your company’s story and capture your new hire’s 

imagination. How did the company get started? What problems did the founders see and want to solve? 

What did the company do and how did it end up where it is today?

What are the company’s goals? Limit to three.
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Who is the company’s target buyer? What is the ideal customer profile (ICP)?

What are the company’s products?

Who are the company’s primary competitors?
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What are some vital company stats? Think total annual revenue, rounds of funding, customer profiles, 

headcount, number of offices, languages spoken, diversity figures, etc.

What is the company culture? This is a good place to highlight culture clubs or committees, traditions, 

company awards and past events. Showcase how the new hire can get involved and contribute.

Leverage information from your company’s latest quarterly 

or yearly presentation to get your new hires up to speed. 

 

Don’t duplicate efforts if you don’t need to!

Our 
advice
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Logistics orientation 
and tech talk 
 
 
Share essential logistical information and ground rules so that your 

new hires know how to get around, where to find things, how to ask 

for help and how they are expected to behave.

Ensure that new hires have a general awareness of what tech is 

available to them, how to install any programs needed and what 

security precautions to respect.

Consolidate all the information in this section into a new-hire-specific 

deck or put them on an intranet (if your org has one) so they are 

easily accessible. 

 

That gives new hires a single place to find answers to most of their 

questions – it also helps alleviate ticket volume for the onboarding 

team and preempt additional questions.

Our 
advice
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What are regular office hours? How do employees typically access the building? What’s the policy around 

accessing the building before and after regular office hours?

What is the office floor plan? Include information on where to find conference rooms, where different teams sit, 

bathroom locations, printers and supply closet, etc. Note that this might be best illustrated with an image of 

the floor plan, annotated with your comments.

What do employees typically do for lunch? 

Don’t forget to share some recommendations for food close to the office.
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Share ground rules regarding usage of common spaces, including kitchen and recreational areas.  

“Please place used dishes in the dishwasher,” “Every Friday, our cleaning staff removes any leftovers from the 

common fridge,” etc.

Orient new hires around the location of the office. Point out the nearest banks, pharmacies, supermarkets      

and parks.

Share information on happy hours, trivia nights and volunteer opportunities.
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Who do new hires reach out to for support and questions? “For any computer or hardware questions, IT can be 

reached at it@email.com,” “For any questions on benefits and payroll, HR can be reached at  

HR@email.com,” etc.

What is the policy on pets in the office?

What do new hires need to do to enroll in benefits? This is a great place to detail when coverage begins and 

what exactly is included.
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What trainings are new hires required to take? Security, harassment prevention, etc.

What do you need to share with new hires regarding payroll and time tracking?

What software programs are available to employees? Marketo, Mailchimp, Salesforce, SalesLoft, Slack, Zoom, 

etc. What software is department/team-specific?
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What security precautions do new hires need to know about? SSO, VPNs, lock screen policy, etc.

Are there any programs that need to be set up with the help of IT? This is a good opportunity to make sure that 

new hires have all the programs/systems they need on their computers.
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The first week 
 
 
The rest of your new hire’s first week should be a mix of 

onboarding sessions with different departments so that they       

have visibility into how the company operates, time with their 

manager for role-specific training and time to get settled in. 

 

Organizational structure

Introduce the general organizational structure so that new hires 

have a sense of how the company functions internally.

For more guidance on how to make sure your new hire is 

properly set up for success on their new team, check out our 

companion worksheet, Design an onboarding plan for your 

new hires.
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Who are some key people to know? This can include the executive team, as well as the folks managing the tactical   

side of the business and who may have more impact on new hires when they first join, like key members of the IT and 

HR teams.

What is the organizational structure? This is a good opportunity to connect with your new hire class and call out where 

their departments fit in, especially if there are a large number of hires in similar roles in the same department. For 

example, Customer Success Managers joining the customer success team or Sales Development Representatives 

joining the sales team.

How do teams typically work together?
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Sample first week 
schedule 
 
 
The first week can be overwhelming for new hires. Adjust the content 

and timing of sessions in the suggested agenda below to match the 

pace you want to set. Need more ideas? The first week can also include 

sessions with various teams in your organization like the engineering 

and partnerships departments to provide a fuller picture of your org. 

For trainings that are a bit of a heavier lift and require more time, 

consider setting up quarterly trainings so that all new hires can go 

through them at the same time. At Greenhouse, we like to set up a 

quarterly “Diversity at Greenhouse” session run by the diversity, equity 

and inclusion committee.

Day 1   Welcome and set-up 

10am   Welcome to Greenhouse with the co-founder and people team  

12pm   Lunch with your new hire buddy (covered by Greenhouse) 

4pm    Benefits and perks overview 

5pm    Check-in with your manager 

 

Day 2   Meet the partnerships and product teams 

10am   Greenhouse: The partnerships ecosystem with the  

               partnerships team 

11am     Greenhouse: The product with the product team 

12pm    Lunch with your manager 

 

Day 3   Meet the sales and CS teams 

10am   The value of Greenhouse with the sales team 

11am     Onboarding with Greenhouse with the customer success team 

12pm    Lunch with a teammate (not covered by Greenhouse)

Day 4   Meet the marketing and people teams 

10am   The Greenhouse brand with the marketing team 

11am     Meet the people team 

12pm    Week 1 wrap-up with the people team (bring your own lunch)
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Conclusion 
 
 
After completing these worksheets, you’ll have a clearer sense of how 

you can bring great onboarding into your organization or improve 

your existing process. Our hope is that your new hire and manager 

onboarding experiences are elevated, retention increases and new 

hires can ramp up more quickly. 

To recap, a strong onboarding process helps:

• Calibrate and uplift a new hire’s understanding of your 

company’s mission, values, culture and purpose

• Show how the new hire’s team fits into the overall mission and 

purpose, showcasing the value they’ll bring to the organization 

and giving them meaning

• Empower new hires with information on expectations for 

their role and where to go to find help

• Set the tone for company culture

• Give a strong impression of what their work life will 

be like at the company

Remember, onboarding a new hire into your company is just the 

beginning. From there, new hires need to start onboarding into their 

specific team, with training and knowledge specific to their role and 

department.

Ready to take the next step in designing your company’s onboarding 

journey? Click the link below for more details on how to onboard your 

new hire into a specific team: 

 

Structured onboarding worksheets 101: 

Design an onboarding plan for your new hires

eBook    |    Structured onboarding 101: Design your company onboarding plan 22



Greenhouse is the leading hiring software company. 

More than an ATS, we help businesses be great at  

hiring through our powerful philosophy, complete 

suite of software and services, and large partner 

ecosystem – so businesses can hire for what’s next.

To learn more, visit

greenhouse.io
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