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Any good onboarding process is made up of steps, which is why we’ve created a new hire onboarding checklist 
to assist all managers.

Download Checklist

https://www.redlinegroup.com/
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First Quarter Tools 
Measure Success 

First Month Essentials

First Day Experience

Pre-Boarding 
One of the most important and often 
overlooked steps is pre-boarding. It’s 
the introduction to the full onboarding 
experience. Not only does it increase 
new hires’ excitement, but it also 
fosters a relationship with them before 
they start. 

Give your new employee an amazing 
first impression with an interactive 
and fun first day. Ensure there is an 
agenda. This will help you plan an 
informative yet dynamic first day 
experience.

Now you have covered the basics, 
new employees will need a refresher 
as well as more information during 
their first month in their new 
position. 

The first 90 days are a critical time in 
establishing a new employee’s success. 
This is also the point where the new 
hire’s manager takes on more of the 
onboarding responsibility. 

Business needs are always 
changing, so your onboarding 
process must constantly 
evolve. Feedback is one of the 
best ways to measure success 
and regularly review your 
program. If you can’t measure 
it, you can’t manage it.
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All Aboard
How to improve your onboarding process
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25%

of companies have 
no training in their 
onboarding 
process**

increase in work 
performance if a 
thorough onboarding 
process is in place***

11%

of new employees 
leave after a 
disastrous first few 
weeks**** 

4% 33%

of new hires start 
looking for a new job 
within six 
months*****

Why is onboarding important?

Onboarding is a critical part of the talent lifecyle. New employees who are part of a well-structured onboarding 
orientation program are 69% more likely to remain at a company for up to three years*. A solid program not only 
bridges the gap between the business and the new employee, it acts as a catalyst for employee satisfaction.

Onboarding is the process of ensuring that new employees are fully equipped with the necessary knowledge and 
skills to become a valuable part of the business. 

To help you succeed, we’ve created this onboarding toolkit full of essential resources 
for every stage of your new hire process.  

* CIPHR - All about people - https://www.ciphr.com/advice 
** Talent HQ -  Transforming onboarding to help maximise success
*** SHRM - Society for Human Resource Management - Onboarding key to retaining and engaging talent
****  HR.com - Help new hires succeed: Beat the statistics
***** Talent Management & HR - Employee retention statistics 
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Before the first day
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Pre-Boarding Checklist 
Send a personalised welcome email including 
documentation they need to complete/return, 
what to bring in (passport/P45 or P46) and a 
first day agenda.

First day agenda - Start time, who to report 
to, location/map, entry details, team member 
information, dress code, lunch arrangements 
and a first day schedule. 

Determine technology preferences and 
equipment set up. Prepare workspace location 
and provide stationery. Ensure system 
and I.T. is set up ready for start date.

Managers to prepare first day schedule, send 
calendar invites for introductions, meetings 
and first day tasks.  

Clarify first week schedule, but do not send to 
the new hire. This may be overwhelming. 
However a plan for the first week will help 
organise their schedule / tasks.  

Create a personalised welcome pack including
company overview, login information, 
passwords, security details, office facilities, 
break areas and emergency information. 

Office buddy - it is always a good idea to 
assign a team member to be a new employee’s 
buddy. This will make them feel more at ease if 
they have any questions on the first day.

Social integration - inform of any company 
events and of any informal social events i.e. 
5-a-side football, after work drinks. They can
then plan to join other employees.

WELCOME

SOCIAL EVENTS

Pre-Boarding

Over 30% of new hires are already searching for a new job in their first weeks, or even worse, not showing up for the first 
day at all*. The real importance of pre-boarding is to keep your candidate engaged and interested so they walk in the door 
that first day, ready to jump in, rather than jump ship.

Pre-boarding is a specific subset of onboarding, which is the period from offer acceptance to the new employee’s first day. 
It’s a crucial step in the onboarding journey that can make a big difference in helping your new hire get ready for their new 
position. Think about what the new employee needs from your organisation; basic knowledge, confidence, supporting 
resources, and cultural integration. 

* SHRM - Society of Human Resource Management 
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First impressions count 
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Start Time

Start time should be later than 
the usual business hours. This 
allows time for other staff to be 
settled and organise time. 
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Introduce employee to their new 
colleagues and management.
Conduct a tour of work areas, 
break rooms, emergency exits etc.  

Ensure they know where they need 
to be on their first week and who 
to report to. 

Office Tour

Agenda

Lunch Plan

Take the new employee out for 
lunch. It will allow them time to 
socialise and to integrate into the 
company culture. 

09.30

10.00

11.00

12.00

05

06

08 End of day 1

Job Role

Orient the role, responsibilities and 
expectations. This may include how 
they will be assessed over the 
course of their probation period. 

07 Assign Task

Give the employee a task that is 
problematic, yet achievable. Set a 
time for completion so that they 
understand how quickly you expect 
the work to be completed.  

 System Access

Introduce core business systems 
i.e. telephones, internet, intranet, 
database and email system.  Allow 
the new employee time to become 
familiar with software.

Ask how their first day has been 
and if they have enjoyed working at 
the company so far.

14.00

15.00

17.00

18.00
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First Day Experience

4% of new employees leave after a disastrous first day and 20% leave after only six months*. Successful pre-boarding can 
help mitigate common reasons a new employee could become part of these statistics.

The first day gives a new employee a snapshot of what the company will be like to work for. As a manager, it’s up to you to 
make sure each new employee has a successful and happy first day.

Here are a few tips on how to enhance your onboarding process and make your new employee’s first day the best it can be.

* Jobvite.com - Job Seeker Nation Study: Researching the Candidate Recruiter 
Relationship 

No one likes to eat alone!

https://www.redlinegroup.com/
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First Month Essentials

Training to increase productivity and performance 
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Help build their
knowledge
foundation and 
enhance their 
skills

Provide a list of 
learning materials
with a training
manual 

Build a career 
development plan 
with specific 
goals and metrics 

Hold weekly 1:1s 
to discuss 
employee  
progress and ask 
for feedback 

Identify and set 
measurable 
career goals
for the next six 
months  

Ensure all  
necessary training 
is complete and 
has been reviewed 

Give the 
employee a full 
tour of your 
performance 
management 

Provide refresher 
training on things 
learned in the first 
few weeks 

- What are their goals and ambitions?
- Do they feel they are progressing?
- Would they change a specific process?

-  Is external training available?
-  How can you encourage productivity?
-  Are they best matched to their team?

-  Have they reached any milestones?
-  Have you awarded achievements?
-  Are you providing any incentives?

Ask specific questions Offer ongoing training Celebrate success

www.RedlineGroup.com | 01582 450054

Industry statistics show that more than 80% of all new hires decide whether or not to stay at a new company within the first 
six months of joining*. In the first month, the employee should begin to feel comfortable with their role and responsibilities. 

Your focus should be ensuring new employees have what they need, their questions are answered and they’re not feeling 
too overwhelmed or lost. You should be doing everything you can to help support their integration into the culture, ethos 
and company. 

* Glassdoor for Employers - Top HR Statistics

https://www.redlinegroup.com/
https://www.redlinegroup.com/
https://www.rec.uk.com/


New employees who are part of a well-structured onboarding orientation program are 69% more likely to remain at a 
company for up to three years*. 22% of employee turnover occurs within the first six months**. 

Your new employee has gained momentum in producing deliverables, has begun to take the lead on some initiatives and 
has built some relationships with peers as go-to partners. 

First Quarter Tools

Give new employees the best start

Knowledge-led Recruitment 

www.RedlineGroup.com | 01582 450054

04

PERFORMANCE 
REVIEW

FEEDBACK

CHALLENGE

Assign tasks and 
activities that are 
more challenging 
yet achievable

Request feedback 
on training, 
management
and overall business

Measure performance 
and targets over last
3 months

Set achievable targets 

Professional development 

Set performance goals 

Solicit employee’s feedback 

Ask for suggestions on training 

Ways to improve onboarding

Set targets for next quarter 

Begin to discuss year ahead

Encourage social participation

How are you assessing your employee’s progress after working for the business for three months?

04

03
0201

Your new employee is fully engaged in their new role and should be able to do the following before advancing 
to the next step in their career:

Apply skills
& knowledge

Makes sound 
decisions

Contributes 
to team goals

Develop 
effective 

relationships

Strong 
understanding 

of company 
mission

 Is fully 
engaged in 
their role

Has gained 
greater 

confidence

Begins to 
take on more 

work

Works with 
some level of 

autonomy

* Business.com - Building strong teams: Onboarding according to learning style 
** HR Certification Institute - Reinvent your Onboarding Process 

https://www.redlinegroup.com/
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The ultimate goal of onboarding is to enculturate, enable, and connect employees to success. Its impact can be felt 
throughout the employee lifecycle – from first touch to last touch. We must measure strategic onboarding programs and 
their ability to drive positive business outcomes.

This process will allow you to uncover valuable insights into the employee experience and demonstrates if employees are 
getting the knowledge and resources they need to be successful within your organisation.  

Measure Success

Drive positive business outcomes   

Knowledge-led Recruitment 
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Employee NPS 
(Net Promoter Score ) is 
how likely an employee 
recommends your 
company from 1-10Employee 

Productivity Rate 
measures workforce 
e�ciency over time

Exit interviews to �nd 
out why employees 
decide to leave and if 
they would return

Measure Turnover 
Rate against your 
recruitment 
investment

Carry out an 
onboarding survey 
to gain feedback 
from new employees

Assess employee’s 
�t to company and 
culture and 
company morale 

Great employees
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Customisable onboarding checklist     .The perfect solution to help keep track of all the tasks that need to be 
accomplished for a successful onboarding process.

Download Checklist
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for All Your Specialist Needs
Knowledge-led Recruitment 

Redline Group have been providing exceptional professional talent for European Technology industries since 1982. 
We have over 35 years’ experience of Knowledge-led recruitment within the Permanent, Contract & Interim and 
Executive Search arena for the Technology and Technical Recruitment sectors.

Executive Engineering  R&D

IT 

Operations & Manufacturing  

Sales & Marketing  Finance   

Human Resources    
Technology

• • • 
• 

• 
• • • 

• 

In today’s changing and increasingly challenging commercial world, we understand there’s only one thing that 
matters: results. One of the many factors which has helped us become a leading provider of recruitment services 
to niche markets and specialist sectors is our knowledge-led approach.

We pride ourselves on being the high-technology and engineering industry experts, and our specialist teams 
(over 60 employees) are passionate about specific technology markets and segments they recruit for, both 
nationally and internationally. 

Follow us

Contact us

+ (44) 01582 450054
info@RedlineGroup.com
www.RedlineGroup.com

Visit us

Head Office
230 The Village
Great Marlings
Butterfield 
Luton, Beds
LU2 8DL

London Office
9 Devonshire Square
London
EC2M 4YF

www.RedlineGroup.com | 01582 450054

• Technical Support    
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