Management Disciplines

Teachable Moments

#67

New Hire Onboarding
The purpose of an onboarding plan is to ensure that new employees are welcomed to the club, receive the
appropriate orientation and introductions, and are indoctrinated into the club’s culture, as well as receiving a
basic introduction to club information, employee benefits, club policies, and work rules. When the
onboarding process is formalized and consistent, all employees have an appreciation for the history and
traditions of the club, an awareness of their job requirements, and a common understanding of expectations
for their conduct and performance.
One club’s onboarding process included:

 Completion of all new hire paperwork with the HR office. Order nametag.
 All required screenings and/or physical as required.
 Welcome from the general manager or other senior executive.
 Club orientation, tour, and introductions to key staff by the HR manager.
 Receipt of Employee Handbook with instructions to read within first week and sign, date, and return the
acknowledgement form.
 Review of club dress code, grooming, and hygiene policy.
 Issue of time card/badge and timekeeping/pay cycle orientation
 Initial club training to be completed within 30 days:

o Club culture training and issue of pocket values card.
o Service ethic training, introduction to the Daily Huddle discipline.
o Club etiquette training.
The departmental onboarding process included:
 Department head welcome.
 Departmental orientation, tour, and introductions conducted by the department head.
 Review of department functions, responsibilities, plan, and goals by department head.
 Review of club culture in departmental context by department head.

 Review of job description, performance expectations, and performance review forms by department
head.
 Issue of uniforms and nametags, review of dress code.
 Departmental safety briefing, to include any hazardous materials or machinery and equipment, Material
Safety Data Sheets, personal protective equipment if required, and emergency and accident instructions.
 In the case of administrative workers, work space set up, fully prepared, and waiting for the new hire.
 After several weeks the department head sets up a one-on-one meeting with the new hire to see how he
or she is settling in, to answer any questions, and to once again reinforce basic club values and
departmental policies.

Take Away: There is much basic information that new employees must know. A formal
onboarding process will ensure new hires consistently receive such information.
© 2010 – Club Resources International

