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Thank you for downloading
this Excel template.

We hope you find it useful. Excel can be a good tool for \;

Project Timeline

basic spreadsheets, but it lacks real-time visibility and
collaboration capabilities.

Smartsheet can help you better plan, track, manage, and
automate your projects and workflows.

EXECUTIVE ONBOARDING

EMPLOYEE/EXECUTIVE ORIENTATION

EMPLOYEE/EXECUTIVE ORIENTATION

ABOUT ORIENTATION

Orientation involves welcoming a new executive or employee and familiarizing them with
the organization. It often includes meetings with supervisors and company leaders,
introductions to staff and coworkers, information about the company’s background,
mission, goals, and culture, and learning policies, standards, and practices. It may also
involve enrolling the employee in benefits and incentive programs or providing enrollment
information.
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ORIENTATION SNAPSHOT

Employees are familiarized with the organization’s history, culture, policies, standards,
mission, goals, and day-to-day processes.

New hire paperwork is completed.

Only happens once for new hires. Is a
Takes place before or during the employee’s first days of work. Tak
Informs new hires about company operations, policies, and procedures. Infc
The same information is presented to everyone, regardless of role or skill level. Offi

ORIENTATION: GOALS AND OUTCOMES
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Employees are enrolled in benefits and incentive programs (or given the necessary
information to do so on their own).

Employees are given access to proprietary accounts, email, networks, and
hardware/software.
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ORIENTATION AND ONBOARDING RO

NEW EXECUTIVE / NEW HIRE ORIENTATION

ORGANIZATION RESPONSIBILITIES: PRIOR TO START DATE

Send welcome letter confirming key information (e.g., position title, first day, schedule, Pro

location, salary, dress code). bad

. . Pro

Send introductory message to team, supervisors, and stakeholders. lea

Inform employee of payroll policies/frequency, sick, vacation, and holiday tim,; and Pre
benefits and incentive policies and programs.

Apr

Provide information about parking, security, and/or building entry arrangements. poli

org:

Prepare desk/workspace, including any necessary office supplies and hardware/software. | Sct

Provide necessary account logins, email addresses, network registrations, etc.

ORGANIZATION RESPONSIBILITIES: ON/AFTER START DATE

Acquaint employee with human resources staff and other key resources.

Greet employee, conduct tour of office/building/grounds. Est:
. Pro

Walk through software/hardware setup and login. bac
Arrange welcome meetings with colleagues and supervisors. Brie
L . - . Infc
Provide informational/training materials. trail
. . . . . L . Sck
Facilitate orientation session(s) and job shadowing, if applicable. lea
Cor

thel




Enroll employee in benefits/incentive programs, or facilitate enroliment.

Provide job description, roles and responsibilities, company policies, lunch and break
policies, holiday schedule, performance review guidelines, training and professional
development information, and emergency/inclement weather plans and policies.

EMPLOYEE RESPONSIBILITIES

Complete all new hire/enrollment paperwork by due date. Cor
Complete all training, professional development, orientation activities, and assignments by Set
due date.
Schedule any required meetings within proper time frame. Det
Set up and log into all necessary accounts, email addresses, networks, and Det
hardware/software. dev
Obtain any necessary parking/building access codes, badges, tags, and/or permissions. Sct
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PROGRESS MONITORING ANI[

How will action plans and progress be communicated to organization leaders/stakeholder

How will executive be evaluated on progress and achievement of goals?

What are the standards for successful implementation of action plans?

What are the standards for achievement of professional development goals?
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s. EXECUTIVE ONBOARDING

EXECUTIVE ONBOARDING

ABOUT ONBOARDING

acutive onboarding takes orientation a step further. Not only is the executive introduced
nanagement and staff and acquainted with the organization’s history, culture, policies,
cesses, and goals—they are also trained on their specific role. This may include
dance on forming strong working relationships, making key decisions, and/or
lementing new ideas. It typically involves meetings with colleagues, subordinates,

1/or company leaders, as well as training and informational sessions.

ONBOARDING SNAPSHOT

1 long-term, ongoing process for new executive hires and internal promotions.
<es place before and during the executive’s first days of work and into their first year.
rms executives on the organization’s long-term mission, goals, strategies, and needs.

ers training and guidance for the executive’s specific role.

ONBOARDING: GOALS AND OUTCOMES

art-term (within first few days): Executive has completed orientation, submitted all new
2 and enrollment paperwork, and been acquainted with the organization’s background
1 mission. Executive’s first-year onboarding plan, activities, goals, and outcomes are
ermined.
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19-term (within first year): Executive has completed onboarding plan and activities and
5 achieved established goals and outcomes. Executive is participating in daily

srations, is working effectively with staff, has been successfully evaluated by

yervisors and/or stakeholders, and has established professional development goals for
following year(s).

ES AND RESPONSIBILITIES

NEW EXECUTIVE ONBOARDING

ORGANIZATION RESPONSIBILITIES: ON/BEFORE START DATE

wide new hire forms, benefits enroliment paperwork, parking and building access code,
Iges or passes, and email, account, and network login information to executive.

wide names, job titles, and background information on team members, organization
ders, and key stakeholders.

spare office/workspace, including necessary office supplies and software/hardware.

soint executive mentor/coach to answer questions, guide executive through proper
icies and procedures, address potential issues, and help executive achieve
anizational and professional development goals.

1edule welcome meetings with colleagues and organization leaders/stakeholders.

ORGANIZATION RESPONSIBILITIES: AFTER START DATE

ablish guidelines for relationship between board/stakeholders and executive.

wide information about organizational goals, history, culture, structure, financial
skground, policies, and processes.

of executive on top issues that need attention in the first year.

»rm executive of roles and responsibilities of the position, schedule any necessary
ning and professional development sessions.

1edule check-in meetings throughout the first year with executive and organization
ders to gauge progress, address potential issues, and exchange feedback.

nduct regular meetings with board/stakeholders throughout the first year to update
m on the executive’s progress and address potential issues.



EXECUTIVE RESPONSIBILITIES

mplete all necessary forms, paperwork, and enroliments.

up and log into all required accounts, email, networks, and software/hardware.

termine and establish action plan to achieve near-term organizational goals.

termine and establish action plan to achieve long-term organizational and professional
relopment goals.

1edule any necessary meetings with team, colleagues, and leaders/stakeholders.

2k networking opportunities and resources.

2k guidance from mentor, organization leaders, and/or stakeholders regarding current
>otential problems.

ACTION PLAN

ACTION PLAN




ACTION PLAN

TIMELINE/RESOURCES NEEDED TO RESOLVE

D ACCOUNTABILITY
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Any articles, templates, or information provided by Smartsheet on the website are for
reference only. While we strive to keep the information up to date and correct, we make no
representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability, or availability with respect to the website or the information,
articles, templates, or related graphics contained on the website. Any reliance you place on
such information is therefore strictly at your own risk.



