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Introduction 
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Welcome to the ultimate guide on building a better introduction to your 

workforce through pre-onboarding, onboarding, and post-onboarding! 

Whether you’re an HR professional or a business owner, we all know that 

making a great first impression is crucial when welcoming new employees. 

That’s where the power of effective onboarding comes in. 

Before we start, let’s get this out of the way: Onboarding is not just about 

paperwork and orientations; it’s about creating a seamless transition for new 

hires into your company culture and equipping them with the tools they need 

to thrive.

You’re still selling your company to your new hire! Yes, they’ve signed all the 

paperwork, put in their two weeks’ notice, quit their last job, and started working 

for you. You aren’t done! In fact, 33% of new hires start actively looking for a new 

position within their first six months due to a poor onboarding experience.

Pre-onboarding, Onboarding, and Post-onboarding
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What is onboarding? It’s more than just a buzzword thrown 

around in the corporate world. Onboarding is the process of 

integrating new employees into an organization and providing 

them with the knowledge, tools, and support they need to 

succeed in their roles. It’s a pivotal part of any hiring process - 

and the place where many companies drop the ball.

At its core, onboarding goes beyond simply filling out paperwork 

and attending orientation sessions. It’s about setting the stage for 

a positive employee experience from before day one. Preparing 

new hires for what lies ahead and helping them feel welcomed 

are crucial aspects of successful onboarding. It includes:

•	 Setting clear expectations

•	 Communicating job responsibilities

•	 Training on company policies

•	 Educating on benefits packages

•	 Establishing a connection between new hires and colleagues

•	 Fostering a sense of belonging

•	 Laying a solid foundation to build long-term success

From the moment you send an offer letter, the onboarding 

experience starts - and the better you can make it, the better 

you will be. But our journey doesn’t end there! The often-

overlooked role of post-onboarding support in ensuring 

long-term employee growth and satisfaction cannot be 

overstated - and we’ll help you nail that as well.

Keep reading to discover best practices for designing an 

effective program, learn how incorporating feedback can 

enhance its impact, and understand how measuring its 

effectiveness can lead to continuous improvement.

What is Onboarding?
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Pre-onboarding, or pre-employment onboarding or pre-boarding, is a 

crucial stage in the onboarding process that ensures someone starts at your 

company at all! It is vital in setting the foundation for successfully integrating 

new employees into an organization. By starting the onboarding process 

even before an employee’s first day, organizations can create a positive and 

engaging experience right from the start.

It has a few crucial requirements on the part of HR - namely running 

background screenings, setting up behind the scenes, and preparing the 

workforce for a new hire. It also does three things for the new hire:

•	 It helps establish a connection between the new hire and the organization.

•	 It helps with setting clear expectations.

•	 It provides an opportunity to learn more about an organization’s culture.

Pre-onboarding, Onboarding, and Post-onboarding
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Building a strong connection with new employees during 

onboarding is essential for creating a positive and engaging 

work environment. This step not only helps them feel 

welcomed and supported but also promotes employee 

satisfaction and retention.

One effective way to establish a connection is through 

meaningful introductions. Encourage current team members 

to introduce themselves to the new hires, sharing their 

experiences and offering assistance when needed. This can help 

break the ice and create an immediate sense of belonging.

Additionally, assigning each new hire a buddy or mentor can 

greatly enhance their onboarding experience. This designated 

person can provide guidance, answer questions, and offer 

support throughout the initial stages of employment.

Another important aspect of establishing connections is 

fostering open communication channels. Encourage new 

employees to share their thoughts, concerns, and ideas 

by providing regular check-ins or opportunities for feedback 

sessions. This allows them to voice any challenges they may be 

facing while also building trust within the organization.

Creating opportunities for collaboration among team 

members further strengthens connections within the workforce. 

Assigning group projects or organizing team-building activities 

encourages interaction between colleagues, enabling them 

to get to know each other better, both professionally and 

personally.

By focusing on establishing genuine connections from day one, 

organizations can lay a solid foundation for long-term employee 

engagement and success in their roles.

Establishing a Connection

Pre-onboarding, Onboarding, and Post-onboarding
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A crucial aspect of pre-onboarding is setting clear expectations and 

providing necessary information to new employees. Before their first day on 

the job, they need to have a solid understanding of what will be expected 

from them in their role. This helps alleviate any anxiety or uncertainty they 

may have and allows them to start off on the right foot.

One way to achieve this is by providing detailed job descriptions that 

outline specific responsibilities, tasks, and goals. By clearly defining these 

expectations upfront, new hires can better prepare themselves mentally and 

emotionally for their upcoming role.

In addition to setting expectations, providing relevant information about the 

company can also help new employees feel more prepared and informed. 

This could include details about the organization’s mission, values, history, 

team structure, and any other pertinent background information.

By sharing this knowledge beforehand, companies ensure that new hires are 

equipped with the necessary context to hit the ground running. Additionally, 

it helps foster a sense of connection between the employee and the 

organization before they even step through the door.

Setting Expectations and Providing Information

Pre-onboarding, Onboarding, and Post-onboarding
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Orientation is a crucial part of the onboarding process 

as it helps new employees acclimate to their new work 

environment and understand the company culture. During 

orientation, new hires are introduced to key individuals 

within the organization and provided with an overview of the 

company’s values, mission, and goals.

One important aspect of orientation is familiarizing new 

employees with the physical layout of the office or workplace. 

This includes showing them where different departments are 

located, where they can find necessary resources such as 

printers or break rooms, and explaining any specific rules or 

guidelines for using shared spaces.

Additionally, orientation allows new hires to become 

acquainted with their colleagues and build connections. 

This can be facilitated through team-building activities or 

informal meet-and-greet sessions. Creating a welcoming and 

inclusive atmosphere during this time helps foster positive 

relationships among team members from day one.

Orientation provides an opportunity for newcomers to gain 

insight into what makes the company unique while also feeling 

supported as they begin their journey within the organization. By 

effectively integrating information about both physical aspects 

of the workplace and cultural elements into their onboarding 

program, companies set up their new hires for success right 

from the start.

Company Culture

Pre-onboarding, Onboarding, and Post-onboarding
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The Role of
Post-onboarding
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Once the initial onboarding process is complete, the role of post-onboarding 

comes into play. This phase is crucial for ensuring new employees feel 

supported and engaged in their roles. This part of onboarding should include:

•	 Ongoing support and mentoring

•	 Evaluation and feedback on the process

•	 Continual learning

The role of post-onboarding is pivotal in maintaining engagement and 

supporting new employees beyond their initial introduction to the organization. 

Ongoing support, evaluation, feedback, and continual learning all contribute 

to creating an environment where employees can thrive long after their 

onboarding experience has ended.

Pre-onboarding, Onboarding, and Post-onboarding
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Once the initial onboarding process is complete, it’s important for 

organizations to continue providing support and mentoring to new 

employees. This ongoing guidance helps them navigate their roles more 

effectively and ensures a smoother transition into the company culture.

One way to offer ongoing support is through regular check-ins with new hires. 

These meetings provide an opportunity for open communication, allowing 

employees to express any concerns or questions they may have. It also gives 

managers a chance to provide feedback, recognize achievements, and 

address any performance issues that may arise.

Additionally, assigning a mentor or buddy system can greatly benefit new 

employees. Having someone they can turn to for guidance and advice can 

help alleviate stress and foster a sense of belonging within the organization. 

Mentors can share their experiences, offer insights into company dynamics, 

and serve as a sounding board for ideas.

Ongoing Support and Mentoring

Pre-onboarding, Onboarding, and Post-onboarding
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Evaluation and feedback play a crucial role in the onboarding 

process, allowing both employers and employees to assess 

progress, identify areas for improvement, and ensure alignment 

with company goals. 

During the onboarding period, regular check-ins should be 

conducted to gather feedback from new hires. This can be done 

through one-on-one meetings or anonymous surveys. By asking 

open-ended questions about their experiences so far, employers 

can gain valuable insights into potential challenges or gaps in 

the onboarding program.

Additionally, evaluation tools such as performance assessments 

or skills tests can help determine how well new hires are 

adapting to their roles and responsibilities. These assessments 

provide objective data that can guide further training or support 

initiatives.

Feedback should not only flow from employer to employee but 

also vice versa. New hires should feel comfortable providing 

feedback on their onboarding experience and suggesting 

improvements. This two-way communication fosters a culture 

of transparency and collaboration.

Regular evaluations throughout the onboarding process allow 

for timely adjustments to address any concerns or issues 

that arise. It ensures that new employees receive necessary 

support and resources while helping organizations refine their 

onboarding strategies for future success.

By prioritizing evaluation and feedback during the onboarding 

journey, companies demonstrate their commitment to 

continuous improvement and employee development - key 

factors in building a strong workforce.

Evaluation and Feedback

Pre-onboarding, Onboarding, and Post-onboarding
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Onboarding programs can play a crucial role in fostering this culture of 

continuous improvement.

One way to facilitate ongoing development is by providing access to learning 

resources and opportunities. This could include online training modules, 

workshops, conferences, or even mentorship programs. By offering these 

avenues for growth during the onboarding process, companies demonstrate 

their commitment to employee development right from the start.

Additionally, incorporating regular check-ins and feedback sessions into the 

post-onboarding phase allows employees to reflect on their progress and 

identify areas for improvement. This not only helps them grow professionally 

but also shows that their input is valued.

Organizations should embrace a growth mindset – one that encourages 

curiosity and innovation. By promoting an environment where mistakes 

are seen as opportunities for learning rather than failures to be avoided at 

all costs, employees feel empowered to take risks and push beyond their 

comfort zones.

Continual Learning and Growth

Pre-onboarding, Onboarding, and Post-onboarding
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Onboarding: The 7 
Critical Elements
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Onboarding is an integral part of employee success 

and something that most HR professionals focus on 

when building out the new hire process. 

But is it any good? Are you doing enough to set your 

new hire up for success? If your onboarding program 

doesn’t have these seven elements, you just might be.

Pre-onboarding, Onboarding, and Post-onboarding
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Starting a new job can be overwhelming for anyone. As an employer, it’s 

crucial to ensure that your new hire has everything they need to hit the 

ground running and feel supported from day one.

One of the first things you should do is provide them with all the necessary 

tools and resources they’ll need to perform their job effectively. This could 

include a laptop, software licenses, access codes, or any other equipment 

specific to their role. By doing so, you’re showing them that you value their 

contribution and are invested in setting them up for success.

Additionally, make sure they have all the information about their 

responsibilities and expectations clearly laid out. Provide them with an 

employee handbook or onboarding packet that outlines company policies, 

procedures, and any relevant guidelines. This will help them understand 

what is expected of them and how they can contribute positively to the 

organization.

Remember that each new hire may have unique needs depending on their 

role or background. Take the time to listen and address any concerns or 

questions they may have during this initial phase of onboarding.

ELEMENT #1

Give Your New Hire What They Need

Pre-onboarding, Onboarding, and Post-onboarding
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ELEMENT #2

Proper Training and Resources

Pre-onboarding, Onboarding, and Post-onboarding

When onboarding your new hires, one of the critical elements 

that should never be overlooked is providing proper training and 

resources. This step is crucial in ensuring that your employees 

have all the tools they need to succeed in their roles.

It’s essential to provide comprehensive training sessions for new 

hires. These sessions should cover everything from company 

policies and procedures to specific job responsibilities. By 

offering thorough training, you are setting your employees up 

for success right from the start.

In addition to training, make sure that your new hire has access 

to all the necessary resources they need in order to perform 

their job effectively. This could include software programs, 

equipment, or even access codes. Having these resources 

readily available will help streamline their transition into their 

role and minimize any potential roadblocks.

Furthermore, ongoing support is key during this stage. 

Encourage open communication between managers and 

new employees so that questions can be addressed promptly. 

Providing a mentor or buddy system can also greatly benefit 

new hires by giving them someone they can turn to for 

guidance and support.

Remember, investing time and effort into proper training 

and resources will not only benefit your new hires but also 

contribute positively towards employee retention rates as well 

as overall productivity within your organization!
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Effective communication is a key element of successful onboarding. 

When a new hire joins your company, it’s crucial to establish clear lines of 

communication from day one. This means providing them with the necessary 

tools and resources to communicate with their team and supervisor 

effectively.

One way to ensure effective communication is by setting expectations early 

on. Clearly outline how your company prefers to communicate, whether it’s 

through email, messaging platforms, or regular check-in meetings. By doing 

so, you’ll prevent any miscommunication or confusion down the line.

Regular feedback and open dialogue are also essential in fostering effective 

communication during the onboarding process. Encourage new hires to 

ask questions and provide feedback on their experiences thus far. This will 

help them feel valued and supported while also allowing you to address any 

concerns or issues they may have.

ELEMENT #3

Effective Communication

Pre-onboarding, Onboarding, and Post-onboarding
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A positive and welcoming company culture is crucial during the onboarding 

process. It sets the tone for new hires and helps them feel valued from day 

one. A strong company culture fosters a sense of belonging, increasing 

employee engagement and retention.

Creating a welcoming company culture starts with leadership. Managers 

should lead by example, demonstrating respect, inclusivity, and open 

communication. This encourages new employees to feel comfortable asking 

questions or seeking guidance.

Another important aspect of a welcoming company culture is team 

integration. Encourage established team members to reach out and 

welcome new hires with open arms. This not only helps break the ice but also 

establishes connections between colleagues early on.

Organizing social activities can also contribute to building a positive 

company culture. Team lunches, after-work events, or even virtual coffee 

breaks provide opportunities for new employees to mingle with their peers 

outside of work-related tasks.

ELEMENT #4

Welcoming Company Culture
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ELEMENT #5

Proper Training and Resources

Pre-onboarding, Onboarding, and Post-onboarding

Finding a new job can be an overwhelming experience for 

anyone. It’s not just about learning the company’s ropes but 

also navigating through unfamiliar territory and trying to fit in 

with a new team. That’s why mentorship and support are crucial 

elements of effective onboarding.

Having a designated mentor or buddy system can make all 

the difference for a new hire. This experienced employee can 

provide guidance, answer questions, and help them feel more 

comfortable in their role. The mentor acts as a trusted advisor, 

offering insights into the company culture, best practices, and 

unwritten rules that may not be covered during formal training.

Mentorship goes beyond simply providing information; it creates 

a supportive environment where new hires feel safe to ask 

for help without fear of judgment or reprisal. A good mentor 

understands that everyone learns at their own pace and is 

patient enough to guide their mentee through challenges.

Furthermore, mentoring fosters professional development 

by encouraging continuous learning and growth. Mentors 

can identify areas where their mentees may benefit from 

additional training or opportunities for skill development. 

By investing time in nurturing talent within the company, 

organizations can reap long-term benefits from employees 

who become valuable assets.

Mentorship plays a vital role in successful onboarding by 

providing personalized guidance and support to new hires. It 

helps them assimilate into the company culture faster while 

fostering ongoing professional development. With proper 

mentoring programs in place, companies can create an 

environment where employees thrive right from day one!
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ELEMENT #6

Paperwork and Benefits

Pre-onboarding, Onboarding, and Post-onboarding

When it comes to onboarding, paperwork and benefits may 

not seem like the most exciting part of the process. But don’t 

let that fool you – they are essential elements that cannot be 

overlooked.

Ensuring that all necessary paperwork is completed accurately 

and efficiently is crucial. From employment contracts to tax 

forms, having a streamlined system in place will make this step 

much smoother for both the new hire and your HR team.

Additionally, providing comprehensive information about 

employee benefits is essential during onboarding. This includes 

health insurance plans, retirement options, vacation policies, 

and any other perks or incentives your company offers. Clear 

communication regarding these benefits will help employees 

feel valued and supported from day one.

Moreover, it’s important to explain how employees can 

access their benefits information or seek assistance if needed. 

Whether through an online portal or a designated point of 

contact within HR, easy access ensures that employees 

understand how to navigate their benefits package effectively.

Lastly but certainly not least important is addressing any 

questions or concerns related to payroll processes promptly. 

Providing clarity on pay schedules, direct deposit procedures, 

and tax withholding information helps build trust with your new 

hires right away.

Remember - while paperwork may not be the most glamorous 

part of onboarding, it sets the foundation for a smooth 

transition into your company’s culture and operations!
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ELEMENT #7

A Safety Net

Last but certainly not least, a crucial element of successful 

onboarding is providing new hires with a safety net. Starting 

a new job can be overwhelming and challenging at times, so 

it’s important to create an environment where employees feel 

supported and valued.

A safety net can take many forms – from regular check-ins with 

managers or mentors to opportunities for feedback and open 

communication. It’s essential that employees have someone 

they can turn to when they have questions or need guidance.

By offering this safety net, you not only empower your new 

hires to succeed but also foster trust and loyalty within your 

organization. When employees know that their well-being is a 

top priority, they are more likely to stay engaged and motivated 

in their roles.

In addition to emotional support, providing practical resources 

such as clear performance expectations, training materials, 

and access to necessary tools will ensure that new hires have 

everything they need to thrive in their positions.

Investing time into developing a comprehensive onboarding 

program will not only benefit the individual employee but also 

contribute positively towards overall organizational success. 

So take the time now to revamp your onboarding process 

if needed because, ultimately, happy onboarded team 

members lead the way towards achieving business goals!

Pre-onboarding, Onboarding, and Post-onboarding
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Conclusion

21

The success of your organization depends not only on the talent you hire but 

also on how well they are onboarded into your workforce. A well-designed 

onboarding program can make a significant difference in employee 

engagement, productivity, and retention.

By implementing a pre-onboarding process, you can set clear expectations 

and provide essential information to new hires before their first day. This helps 

them feel prepared and excited about joining your company. Additionally, 

connecting with new employees through personalized communication fosters 

a sense of belonging even before they step foot in the office.

Once the actual onboarding process begins, focus on orientation programs 

that introduce new employees to your company culture and values. By 

immersing them in the organization’s mission from day one, you create a 

strong foundation for their professional growth within your company. Training 

and skill development programs ensure that employees have the necessary 

tools to excel in their roles while introducing policies and procedures to help 

streamline operations across departments.

Pre-onboarding, Onboarding, and Post-onboarding
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Post-onboarding activities play an equally vital role in 

employee satisfaction and long-term success within your 

organization. Ongoing support systems like mentoring 

programs give new hires access to experienced colleagues 

who can guide them through challenges as they settle 

into their roles. Regular evaluation and feedback sessions 

provide opportunities for improvement while fostering open 

lines of communication between managers and employees. 

Encouraging continual learning further ensures that employees 

stay engaged by offering exciting development opportunities 

throughout their career journey.

To build a successful onboarding program, it is crucial to 

create a comprehensive plan tailored specifically to your 

organization’s needs. Incorporating feedback from both new 

hires and existing staff allows for continuous improvements 

over time. Measuring the effectiveness of your program 

through metrics such as retention rates or employee 

satisfaction surveys provides valuable insights into its impact.

Looking at successful case studies can also serve as 

inspiration when designing or refining your own onboarding 

initiatives. Learning from others’ experiences helps identify 

best practices that can be customized to suit your unique 

organizational culture and goals.

Pre-onboarding, Onboarding, and Post-onboarding
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Mitratech has a 35-year history as a leader in providing technology and services that 

empower organizations to manage risks, increase efficiency, control costs, and scale for the 

future.

The lines continue to blur across Legal & Claims, Risk & Compliance, and Human Resources 

(HR)— and Mitratech is the trusted partner in driving clarity and collaboration across all 

these functions with cloud-based, automation-driven solutions. 

For HR professionals, Mitratech’s integrated technology portfolio now powers end-to-end 

talent strategy and compliance with world-class solutions for DEI, OFCCP compliance, 

talent acquisition and workforce analytics, learning and performance management, 

comprehensive background screening, ongoing monitoring, mobile access, award-winning 

I-9 capabilities, and more. These offerings are further supported by Mitratech’s robust 

software and services across workflow automation, immigration case management, and 

policy management. 

Mitratech serves over 10,000 organizations worldwide, spanning more than 160 countries.

For more information, please visit: www.mitratech.com

CONTACT US

info@mitratech.com 

www.mitratech.com  

Mitratech US

+1 (512) 382.7322 

Mitratech EMEA

+44 (0) 1628.600.900 

Mitratech AUS

+61 (0) 3.9521.7077

About Mitratech
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