
EMPLOYEE ONBOARDING
AND DEVELOPMENT PROGRAM

P PURPOSE

RK HR Consulting welcomes new
employees, introduces them to our
culture and expectations, and equips
them with the tools, relationships,
and confidence required for
success.

G PROGRAM GOALS

Create a welcoming and
inclusive employee experience
from day one.

Clarify role expectations,
priorities, and performance
standards.

Accelerate productivity through
training, coaching, and
resources.

Strengthen engagement,
retention, and long-term career
growth.

Build a culture of feedback,
learning, and accountability.

PROGRAM PRINCIPLES

Personalized

Inclusive

Structured

Collaborative

Measurable

"A strong start creates

lasting performance,

engagement, and growth."

ONBOARDING PROGRAM OVERVIEW
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PRE-ARRIVAL

Confirm the offer and start date; complete initial
paperwork; prepare workspace, email, accounts,
equipment, and system access; and send the
welcome package.
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ORIENTATION - FIRST WEEK

Introduce the company, mission, values, team,
policies, benefits, technology, compliance
requirements, role expectations, and assigned
mentor or buddy.
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INTEGRATION - FIRST 30-90 DAYS

Provide job-specific training and resources. Hold
weekly manager and mentor check-ins, reinforce
priorities, remove barriers, and adjust goals
through feedback.
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ONGOING DEVELOPMENT

Support workshops, courses, certifications,
individual development plans, performance
reviews, leadership coaching, and peer
mentoring.

90-DAY ONBOARDING JOURNEY

1 1. PREPARE

Complete logistics, technology
access, schedule, welcome materials,
and first-week plan.

2 2. CONNECT

Build relationships, explain culture and
expectations, and establish a support
network.

3 3. ENABLE

Deliver training, resources, feedback,
and clear milestones for independent
performance.

ROLES AND RESPONSIBILITIES

HR HR TEAM

Coordinate logistics, deliver orientation, monitor completion,
support managers, and facilitate development programs.

HM HIRING MANAGER

Clarify expectations, provide role-specific training, conduct
check-ins, remove barriers, and support development goals.

MB MENTOR / BUDDY

Answer questions, offer guidance, model workplace norms, and
help the employee build relationships and cultural confidence.

NE NEW EMPLOYEE

Participate actively, ask questions, apply feedback, complete
learning activities, and take ownership of development goals.

BEST PRACTICES AND SUCCESS MEASURES

BP BEST PRACTICES

Personalize the experience; create an inclusive welcome; use
technology to streamline delivery; encourage open
communication; and use new-hire feedback to improve the
program.

MS MEASURING SUCCESS

Monitor retention at 30, 60, and 90 days; engagement and
satisfaction; time to productivity; milestone completion; and
feedback from employees, managers, and mentors.

A ACKNOWLEDGMENT OF RECEIPT

By signing below, you acknowledge that you have received, reviewed, and understood the RK HR Consulting Employee Onboarding and Development
Program and agree to participate in the activities and development opportunities described.

Employee Name: Signature: Date:

Manager / HR Representative: Date:

STRONG PEOPLE. STRONG TEAMS. STRONGER ORGANIZATIONS. INTEGRITY RESPECT EXCELLENCE ACCOUNTABILITY COLLABORATION


