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Think back to the last time you started a new job. 
How was your first day? Week?

How was it 
structured?

How long before 
you really felt 
settled and part 
of the team?



Onboarding

The welcoming and 
integration of a new 
employee.

The imparting of skills, 
knowledge, and 
behavior.

● Orientation

● Paperwork

● Training

● Socialization



Why devote so much time to this?

● A positive experience for 
new hires

● Valuable source of 
information for the 
organization

● Staff retention



Pre-onboarding

Start Before the First Day
Coordinate with any staff who need to be involved
Checklists

Solid Welcome Email
Identify anything that can be done remotely prior to the first day

Send an Agenda 
New staff should have some idea of what to expect



Welcoming

First Week
Follow agenda
Build in downtime

Tours and Introductions
Involve the rest of the staff

Build Information Rather Than Dump Information
General to specific



Culture

Mission, Vision, History

Technology and Communication

Unwritten Rules



Job Specific Training

● Assume they know nothing

● Define what success looks 
like

● Blended learning

● Check for understanding

● Mentors/Shadowing

● Flying solo



Transition to Full Staff Member

Probationary Period
30, 60, and 90-day reviews
Document

Feedback 
How did new perspectives affect what you’re already doing



Checklist



Welcome Email

● Start date

● Handbooks and policies

● Pre-recorded trainings

● Agenda for first week



First Week



Training Resources



30, 60, 90-Day Reviews

● Document successes and 
areas of concern

● Open-ended questions

● Job-specific feedback

● Manager support

● Goals

● Acknowledgement 



Review Questions

How has working here met or not met your 
expectations?
What do you like about your position?
Can you identify challenges you have had?
How have you been made to feel part of the team?
What can we provide to help you do your job 
better?
How can I help you in the future?



Think of the last time an employee left your 
organization.

How was it 
communicated to 
staff?

How was the 
employee treated? 

What happened 
with that 
employee’s 
knowledge and 
responsibilities?



Offboarding

The process that 
completes the end of a 
professional 
relationship.

Circumstances will be 
different for each 
departure.

● Security

● Knowledge management

● Retention



Offboarding
Understand the Nature of the Exit
Determines the order and speed of the process

Communicate Change Quickly
Let the direct team know

Treat Employees Warmly
Memorable farewell?
Allow them to leave with grace



Steps
● Communicate the change

● Paperwork

● Transfer knowledge

● Recover assets 

● Restrict Access

● Exit Interview

● Celebrate 



Exit Interviews

Right Time, People, and Place
Ideally not the direct supervisor
Keep  relaxed atmosphere

Encourage Open Conversation 
Open-ended questions are a guide, but don’t let it stifle the 
conversation

Use the Knowledge



Exit Interviews

In what ways do you believe your work was 
appreciated and recognized?
Did you feel supported by your manager?
How would you  describe your training?
What could be done to make this library a better 
place to work?



Onboarding and 
offboarding are 
the bookends of 

the employee 
experience. 

1. Both require a significant 
amount of coordination.

2. The more structure, the better.

3. Both are valuable sources of 

information to help the 
organization evolve.



Questions?

Darcy Armstrong
darmstrong@epl.lib.in.us


