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How did your feelings change

between the two activities? 
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WHY AM I HERE? WHO IS THIS?



Onboarding Packet Staff

Responsibilities

Retention Overview Team Expectations Data for Decisions 

AGENDA



New Employees

Avg: 90 days

Range: 1-365 days

THREE RETENTION CATEGORIES

Mid-term Staff

Avg: 3-5 yrs

Range: 2-7 yrs

+/- Vesting

Long-term Staff

Avg: 10+

Range: 7-25
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What do I need to know/do?1

What is expected of me?2

Onboarding1

Do I fit in here? 3

Support - Formal/Informal2

NEW
EMPLOYEE

Structure3



ONBOARDING

ORIENTATION
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List1

Prioritize2

Encourage4

Organize3

Follow-up5

ONBOARDING
PACKET

Update6



Common New Staff Fears 

·What’s expected of me? 

·Do I fit in here? 

·Do I fit into the team?

·Do I know how to do my job?

·Do I know the priorities of my boss/organization?

·Do I know where things are?

·Who do I connect with for what I need?



Foundational
Knowledge

01

Processes

03

Skills

04

Relationships

02

List1

Take 3 minutes and write 2 ideas for each category



High Medium Low

1 2 3

Prioritize2

Take 2 minutes to prioritize your list
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TEAM
EXPECTATIONS
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List1

Categorize2

Cover3



Common New Staff Fears
·Do I fit in here?
·Do I fit into the culture here? 
·Do I know what is expected of
me in the team? 



Team 'Musts'

01

Team
Dynamics

03

Culture

02

List1

Take 3 minutes and write 2 ideas for each category

04

Processes 



TEAM
EXPECTATIONS
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List1

Categorize 2

Discuss4

Prioritize3

Update5

STAFF PRIMARY
RESPONSIBILITIES 



Common New Staff Fears

·What is expected of me? 

·What am I supposed to do? What am I

supposed to do now? 

·Am I meeting my supervisor’s expectations? 



List tasks and
responsibilities 

01

Prioritize
within each
group

03

Group by
theme

02

List1

Take 4 minutes to complete all 3 steps

Categorize 2 Prioritize3



List1

Categorize 2

Discuss4

Prioritize3

Update5

STAFF PRIMARY
RESPONSIBILITIES 



#: Days on the job & Department1

Words: Exit interview2

SIMPLE DATA
USE WHAT YOU
COLLECT

What do I need to know/do?

What is expected of me?

Do I fit in here? 



Adapt Retention

Strategies to

Employee Stages

Build

Tools/Systems for

Each Stage

Employee Centered Track and Use Data

KEY TAKEAWAYS FOR RETENTION
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