
HR Strategic Commitment
Preeminence through people



Agenda
• Discuss the important of systematic onboarding practices

• Learn the philosophy behind the design of the practices and resources

• Explore the Best Practices and Resources

• Provide Checklists/Guidelines



Best Practices for 
Supervisors & Managers
when onboarding new employees

Time, money, and effort is invested in searching for and recruiting 
new employees. Organizations lose when the new employee is 

disenfranchise at the beginning of his or her employment. 
Productivity and positive engagement can be affected.



Engage
Retain

Be productive



69% of employees are more likely to 
stay with a company for three years if 
they experienced great onboarding.

Up to 20% of employee turnover 
happens in the first 45 days.

The average cost of replacing an 
employee is between 16 and 20% 

of that employee’s salary.



of new hires decide whether to stay at 
a company within the first 6 months 

of starting a new job.

90%
According to Deloitte’s 

2012 Corporate Learning Factbook:



– Kevin Kruse, Employee Engagement 2.0

Employee engagement is the emotional 
commitment the employee has to the 

organization and its goals. 



Onboarding Process Progression

Onboarding is the process of integrating and acculturating new 
employees into the organization and providing them with tools, 
resources and knowledge to become successful and productive.

– Getting On Board, A Model for Integrating and Engaging New Employees, 
Partnership for Public Service, 2008



Take these simple steps to ensure your new employee 
is happy about his or her choice to join your team.

1. Create a Welcome packet.
2. Send a warm and welcoming email to your team and new 

employee.

3. Design a fully prepared workspace.

4. Create a successful training plan.

5. Identify short term goals for the new employee.

6. Identify a Buddy (Optional).





Make your new employee’s first day a positive 
experience.

1. Enthusiastically welcome the new employee.
2. Use the first-day checklist to show that you are 

prepared for the new employee.
3. Connect the new employee to the team members, HR 

rep and his or her buddy.

4. Explain expectations and onboarding plan.

5. Have lunch together or arrange team breakfast/lunch.

6. Check in on your new employee at the end of the day.





There are many areas to consider during your new hire’s first 
month. Follow the steps here to cover the most important 
elements of onboarding.

TRAINING
1. Assign required training such as HIPAA and Maintaining a 

Safe and Respectful Campus.
2. Register new employee for UFCD trainings: UFCD New 

Employee Orientation and Hospitality Training.

3. Prioritize training for system(s) access.

4. Intersperse training with job-related tasks.



EXPECTATIONS AND FEEDBACK
1. Establish weekly check-in meetings to discuss 

performance expectations and provide feedback 
(these meeting should be ongoing and 
continuous).

2. Set short-term goals with specific deadlines and 
discuss completion at weekly check-ins.

3. Reduce uncertainty whenever possible.



BUILD RELATIONSHIPS
1. Meet with your new hire daily during the first week and be 

available to provide direction.
2. Connect the new hire with team members and the customers 

he or she serves.

3. Set up time for the new hire to meet area leaders.

BENEFITS AND REWARDS AT THE 
UNIVERSITY OF FLORIDA
1. Inquire about the new hire’s progress signing up for health, 

retirement and other benefits.

2. Connect new hire to GatorPerks.









Your new hire is halfway to the end of the probationary 
period; be sure the employee knows how he or she is 
performing in the new job.

EXPECTATIONS AND FEEDBACK
1. Continue weekly meetings to discuss performance expectations 

and provide feedback.

2. Facilitate goal setting and assign training as needed.

3. Engage in a focused performance management conversation with 
the new employee:

a. What’s going well in your job?
b. How were the trainings?
c. What challenges are you facing?

4. Evaluate how the employee is doing:
a. Consider how well the employee is doing.
b. Consider areas where the employee is struggling.
c. What kind of action plan can you provide?
d. Check in with College HR on how the employee is 
progressing.



BUILD RELATIONSHIPS
1. Arrange for new hire to meet department/college 

personnel.

2. Check in with the new hire's buddy.

3. Inquire about how the new hire is feeling about integration 
into team.

BENEFITS AND REWARDS AT THE 
UNIVERSITY OF FLORIDA
Arrange for new hire to meet department/college personnel

1. Inquire if the new hire has made his or her mandatory 
retirement election.









Help to establish excellent relationships between you, your 
new hire and the people he or she works with across UF. Have 
a performance conversation BEFORE the six-month 
probationary period ends.

EXPECTATIONS AND FEEDBACK
1. Continue monthly meetings to discuss performance expectations 

and provide feedback.

2. Engage in a focused performance management conversation and 
focus on their achievements:

a. What’s going well in your job?
b. How were the trainings?
c. What challenges are you facing?
d. How can I help you succeed?



BUILD RELATIONSHIPS
1. Connect new hire to ways to gain a broader perspective of UF.

CRITICAL ACTIONS
1. Evaluate the new employee prior to the end of his or her six-

month probationary period.







Continue your investment in your new hire. Ongoing feedback and 
relationship-building will ensure your investment pays off.

EXPECTATIONS AND FEEDBACK
1. Now that your new hire has successfully completed probation and is 

a “full” member of the team, discuss his or her future goals with the 
team.

2. Continue weekly or monthly meetings and start to shift the 
conversation to workload, ambitions and interests:

a. What is something that you really enjoy about your job?
b. What are some areas where you would like to grow and learn?
c. How can I help you meet your ambitions?



BUILD RELATIONSHIPS
1. Discuss his or her integration with the team.

2. Connect his or her work to the UF mission and your team’s 
values and purpose.

3. Discuss soft skills such as communication and customer 
service.

Ask your employees: What do we need to do to keep you engaged, 
challenged, and a happy member of our team?





You have created structures for feedback on expectations and 
built a relationship; now how will you support the employee 
going forward?

EXPECTATIONS AND FEEDBACK
1. Celebrate the new employee’s first year!

2. Engage in a focused performance management conversation for his 
or her one-year anniversary:

a. Facilitate goal setting and a career development plan, and 
align training and work opportunities

3. In year two, you will want to continue periodic meetings to discuss 
performance expectations and quality work and provide feedback.

4. Shift the focus to employee engagement and retention. Discuss 
ways to keep the employee challenged, engaged and part of the 
team.

5. Find opportunities to encourage problem-solving and critical 
thinking.



BUILD RELATIONSHIPS
1. Connect his or her work to the UF mission and your team’s 

values and purpose

2. Discuss soft skills such as building trust, communication, 
collaboration and customer service.





Share Ideas
How will you assist your college or unit to:

 Communicate with supervisors about these best practices and the supporting 
resources.

 Support and encourage supervisors to use these resources.

 What practices have you already developed or adopted to support supervisors 
that you can blend with these onboarding tools?

Identify 2-3 resources that could be 
the most impactful in your area.



Share Ideas

Option A: Academic Focus
How will you assist your college or unit to:

 Adapt these resources for faculty, 
adjuncts, postdocs, etc.

 What additional tools or resources 
would be helpful?

 What practices have you already 
developed or adopted to support 
supervisors that you can blend with 
these onboarding tools?

Option B: Staff Focus
 Could these resources be adapted for 

OPS, student employees, and part-
time employees?

 What are key concerns or challenges 
when onboarding student, OPS, or 
part-time staff?

 How do you currently encourage or 
assure supervisors make the most of 
the probationary period for TEAMS?

 What additional tools would be 
helpful?



Questions?

Comments?

Suggestions?



Resources
• https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/best-onboarding-practices-

for-direct-supervisors/

• http://talent.uff.ufl.edu/onboarding/

• https://hr.utexas.edu/student/managing-student-employees

• https://hr.utexas.edu/student/new-student-employee-checklist

• “Onboarding New Employees” on YouTube: https://youtu.be/XeREWk-PyrU

• “Onboarding New Hires” on YouTube: https://youtu.be/aaSSPYxXhNU

• https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/onboarding-key-

retaining-engaging-talent.aspx

• https://blog.accessperks.com/2018-employee-engagement-loyalty-statistics#1

• https://blog.accessperks.com/2018-employee-engagement-loyalty-statistics#2

• http://blog.clickboarding.com/18-jaw-dropping-onboarding-stats-you-need-to-know

• https://www.pageuppeople.com/en-us/2017/07/25/onboarding-to-learning-keep-new-hires-on-the-

highway-to-success-lea001/

https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/best-onboarding-practices-for-direct-supervisors/
http://talent.uff.ufl.edu/onboarding/
https://hr.utexas.edu/student/managing-student-employees
https://hr.utexas.edu/student/new-student-employee-checklist
https://youtu.be/XeREWk-PyrU
https://youtu.be/aaSSPYxXhNU
https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/onboarding-key-retaining-engaging-talent.aspx
https://blog.accessperks.com/2018-employee-engagement-loyalty-statistics#1
https://blog.accessperks.com/2018-employee-engagement-loyalty-statistics#2
http://blog.clickboarding.com/18-jaw-dropping-onboarding-stats-you-need-to-know
https://www.pageuppeople.com/en-us/2017/07/25/onboarding-to-learning-keep-new-hires-on-the-highway-to-success-lea001/


More good news…
 TEAMS/USPS Employee Handbook Update
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