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A Hiring Manager’s Guide to 
Onboarding





Office of People and Culture
Office of Human Resources


Introduction
This guide supports individuals in schools, colleges, and units responsible for welcoming and integrating new staff members. Our purpose is to ensure that every new hire feels connected, supported, and fully integrated into their department and the broader Syracuse University community. This commitment reflects Syracuse University’s vision and mission to foster innovation and discovery, cultivate a vibrant community of learning, and encourage collaboration among faculty, staff, and students in creative activity and research.
This guide outlines best practices, key touchpoints, procedures, and considerations central to onboarding at Syracuse University. By following these guidelines, you can contribute to a supportive and engaging environment that promotes growth, collaboration, and a sense of connection for all staff members.
We trust this resource will serve as a valuable tool as you expand our Orange community, advance Syracuse University’s mission of academic excellence, and cultivate a campus that is welcoming to all.


Onboarding Basics
Onboarding new team members to your team plays a central role in the hiring process. Effective onboarding improves employee retention, boosts productivity, and increases the likelihood of long-term success for the individual and team. A strong onboarding plan also reflects the University’s mission to take pride in its location and history as a place of access, engagement, innovation, and impact. 

Onboarding Plan
A well-structured onboarding plan lays the groundwork for a new team member to understand their role, the institution, and the culture of their division and office. The framework below outlines a 90-day plan; however, the length of onboarding will vary with factors such as capacity, resources, and experience. Additionally, the party responsible for each onboarding task will vary based on factors such as department structure and designated staff responsibilities.
Effective onboarding often extends for a year or longer. Although this guide focuses on the first 90 days, sustained efforts beyond that period remain valuable for long-term integration and professional success. The framework on the next page offers guidance and can be adapted to reflect the specific needs of each role and department. For further support, contact your designated Senior HR Business Partner or, depending on the topic, another member of the Office of Human Resources at https://hr.syr.edu/contact-hr.


Pre-Boarding: Before Day 1
Objective: Hiring manager ensures that key components, team, and environment are prepared for new hire.
	Status
	Task
	Responsible Party

	
	Onboarding Information: Human Resources emails a guideline for completing essential steps (NetID, pay notice, SUID, tax forms, direct deposit, benefit enrollment, parking, training)
	HR

	
	Welcome Email: Send a personalized welcome email that includes important information (e.g., start date, start time, location, greeting instructions, work attire, parking, if you are providing lunch first day, etc.) after receipt of Onboarding Information email. 
	Supervisor

	
	Technology Setup*: Arrange for any necessary equipment (laptop, phone, etc.) and grant access to email, software, internal systems, and building/suite.
	Supervisor or Designee

	
	Workplace Setup*: Ensure their workstation and access to necessary tools (paper, pen, etc.) are ready, clean, and clutter free.
	Supervisor or Designee

	
	New Hire Announcement: Send a department-wide email announcement about the hiring of the new employee with a brief bio and photo. Ensure that the team uses the staff’s chosen name in introductions and communications.
	Supervisor or Designee

	
	Pre-boarding Resource Packet: Prepare reading materials about University or department culture, mission, values, and an agenda for the first few days.
	Supervisor or Designee

	
	Schedule Outline: Develop and schedule meetings within the new hire’s first two weeks to ensure they feel connected with team members and key stakeholders in their work.
	Supervisor

	
	University Commitments: Ensure new hire has time to: 
· Enroll in benefits, 
· Attend New Employee Orientation, and
· Complete Sexual Harassment Prevention Training.
	Supervisor






*If accommodation is requested (e.g., ergonomic equipment, modified schedules, special software), connect new hire with ada@syr.edu to begin the reasonable accommodation process. 
Week 1: Welcome & Orientation
Objective: New hire acclimates to the culture, meets the team, and gets familiar with tools and processes.
	Status
	Task
	Responsible Party

	Day 1
	Important Logistics
	

	
	Ensure new hire has the time to address the following:
· Complete I-9 at Human Resources if not completed prior to start date.
· Visit Parking, if applicable.
· Acknowledge pay notice, director deposit, tax withholding allowances.
· Submit SU I.D. Card request form & photo online/ pick up when notified
	Supervisor 

	
	Welcome & Introductions
	

	
	Tour the building and office or provide virtual tour (depending on work location).
	Supervisor

	
	Introduce the new hire to the team via a personalized welcome email. 
	Supervisor

	
	Provide materials/links highlighting an overview of the mission, vision and values of Syracuse University’s and the department. 
	Supervisor

	
	Discuss work hours and team schedules (e.g., lunch, breaks). 
	Supervisor

	
	Organize a meet and greet with direct team members and key leaders (ongoing).
	Supervisor or Designee

	
	Assign a team member or mentor to guide the new employee.
	Supervisor

	Day 2-3
	Systems & Tools Training
	

	
	Confirm Information Technology Services setup and troubleshoot issues.
	Supervisor or Designee

	
	Review G Drive/OneDrive folder/ Microsoft Teams access. Ensure new hires have access to what they need to do for their specific role.
	Supervisor or Designee

	
	Introduce key tools (e.g., email, project management software, communication platforms).
	Supervisor or Designee

	
	Encourage staff to set up voicemail messages and email signatures. Explain out-of-office protocol. Review processes such as how to submit time sheets (if applicable), request time off, payroll, etc.
	Supervisor or Designee

	
	Review Position Evaluation Request (PER) and explain key responsibilities.
	Supervisor

	Day 4-5
	Role Specific Training
	

	
	Provide an overview of key projects, expectations, and short-term goals.
	Supervisor

	
	Begin essential job-specific training through resources, online modules, or job shadowing. Include relevant policies, tools, and processes in this training.
	Supervisor or Designee

	
	Review recurring meetings for the new hire to join and provide context for those meetings.
	Supervisor or Designee



At the end of Week 1, the supervisor should check in with the new hire to see how the first week went and answer any questions. Discuss any adjustments or support that may be needed.


Weeks 2-4: Learning & Integration
Objective: New hire dives deeper into the role, builds relationships, and starts contributing to team efforts.
	Status
	Task
	Responsible Party

	
	Meetings & Collaboration
	

	
	Ensure the new hire joins team meetings and key cross-functional gatherings.
	Supervisor

	
	Arrange one-on-one meetings with key colleagues to build solid work relationships.
	Supervisor

	
	Consider organizing team-building exercises to foster camaraderie and connection.
	Supervisor

	
	Job-Specific Learning
	

	
	Continue role-specific training, work on smaller tasks or projects.
	New Hire

	
	Shadow team members on ongoing projects to learn best practices.
	New Hire

	
	Feedback and support
	

	
	Maintain regular or recurring check-ins to address questions or concerns.
	Supervisor

	
	Provide feedback on early contributions, ask if new hire has any questions, and offer suggestions for continual learning.
	Supervisor



At the end of the month, the supervisor should discuss progress, refine expectations, and explore development areas. Adjust goals as needed.


Weeks 5-8: Development & Collaboration
Objective: New hire takes on additional responsibilities, collaborates with team members or colleagues, and gains confidence in the role.
	Status
	Task
	Responsible Party

	
	Increased Responsibility
	

	
	Dive deeper into specific tasks and responsibilities related to the new hire’s PER.
	Supervisor

	
	Assign a small project to work independently or with a team. Encourage the new hire to take ownership of key tasks (align appropriately with the PER).
	Supervisor

	
	Provide opportunities for the new hire to demonstrate problem-solving skills and decision-making ability. Coach when necessary.
	Supervisor

	
	Team Projects & Collaboration
	

	
	Ensure the new hire is actively contributing to team goals, working on both individual and group tasks.
	Supervisor 

	
	Encourage the new hire to provide input during brainstorming or strategy session, if applicable
	Supervisor

	
	Cross-Functional Engagement
	

	
	Set up experiences for cross-departmental meetings related to this new hire’s work.
	Supervisor

	
	Encourage the new hire to form relationships outside the direct team
	Supervisor

	
	Mentorship & Continued Development
	

	
	Discuss career or developmental goals
	Supervisor

	
	Ensure the new hire participates in skill-building workshops, trainings, or online learning to include performance partnership. Use LinkedIn and University resources when appropriate.
	Supervisor


At the midpoint of the onboarding process, the supervisor should meet with the employee to provide feedback and coaching, identify opportunities for growth, and set clear performance goals for the next few months. The employee should start to feel connected to the work and their team, less as a new hire and more as a team member. 
Weeks 9-12: Feedback & Empowerment
Objective: The team member solidifies role responsibility, receives constructive feedback, and takes ownership for ongoing personal and professional development.
	Status
	Task
	Responsible Party

	
	Project Ownership
	

	
	Provide opportunities for the team member to lead and complete a larger project, demonstrating skills, ownership, and accountability (aligned with individual’s PER).
	Supervisor or Designee

	
	Implement feedback from the mid-point review and refine approaches.
	Supervisor

	
	Collaboration & Ongoing Learning
	

	
	Encourage the team member to take initiative in meetings, offer suggestions, and lead discussions when appropriate.
	Supervisor

	
	Encourage collaboration (or leadership) on larger team projects.
	Supervisor or Designee

	
	Provide recommendations for additional training resources that support skill development and align with the PER responsibilities.
	Supervisor or Designee

	
	Encourage optional participation in SU events and other networking opportunities.
	Supervisor or Designee

	
	Discuss longer-term career goals and development plans with employees who are performing well.
	Supervisor

	
	Consult a Senior HR Business Partner if performance concerns arise.
	Supervisor





End of First 90-Days
Objective: Hiring manager ensures ongoing support and mentoring/coaching of the team member. 
	Status
	Task
	Responsible Party

	
	Review progress over the first few months ensuring the team member feels integrated into the team and Syracuse University.
	Supervisor

	
	Discuss achievements and areas for performance. Discuss how obstacles can be overcome or managed.
	Supervisor

	
	Set new SMART goals and development plan for the remaining months of the performance cycle. Explain the performance partnership process and how the team member will be evaluated. Focus on skill development and professional growth.
	Supervisor

	
	Celebrate successes and acknowledge early contributions to the team.
	Supervisor

	
	Continue with regular check-ins and team meetings for continuous improvement. Encourage openness for questions and challenges to be discussed regularly.
	Supervisor





Conclusion
Developing an effective onboarding process requires planning, effort, and flexibility. This guide outlines key elements to support a smooth transition, but supervisors should adapt the framework to their team’s needs and available resources. For further support, contact your designated Senior HR Business Partner or, depending on the topic, another member of the Office of Human Resources at https://hr.syr.edu/contact-hr.
Cultivating a campus welcoming to all is a shared responsibility. A structured, thoughtful onboarding experience helps ensure that employees feel welcomed, valued, and prepared for success. We value your feedback on this guide and welcome suggestions, success stories, and ideas to strengthen the onboarding experience.


General Resources
The magic of onboarding new hires | LinkedIn Learning
What you don't know about employee onboarding | LinkedIn Learning
Five strategies for successful onboarding | LinkedIn Learning

Syracuse University Resources
Syracuse University Vision and Mission
Welcome - Human Resources
Information for New Employees
Learning and Development
Office of Equal Opportunity, Inclusion, and Resolution Services
Relocation Resources
People and Culture
Community and Connection 
Disability Access
Learning and Development
Hendricks Chapel 
Military-Connected Resources
	Office of Veteran add Military Affairs (OVMA)
	Institute for Veterans and Military Families (IVMF)
University Ombuds
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