
Bringing On the New Employee

In recent columns I have discussed the hiring of employees.  Now let’s go the next step.  
Once you have hired the new employee it is important to consider two items: 1) on 
boarding and 2) training and development.

 

First,  a well-thought-out process for onboarding, or bringing a new employee on board, 
is critical to get new employees off on the right foot. Here are some things that should be 
part of your onboarding process. 

EMPLOYMENT AGREEMENT: Create an employee agreement that spells out the 
terms of the relationship and, in many cases, includes a noncompete agreement. An 
attorney can help you prepare an agreement that meets the requirements for your 
industry and local. 

PAYROLL/TAX PAPERWORK: Have the new employee fill out any required 
paperwork necessary to get paid, such as a W-2 form. 

EMPLOYEE HANDBOOK: Create an employee handbook that explains the policies, 
standards, expectations and rules for your workplace, such as hours to be worked; how 
and when employees are paid; benefits offered, such as health insurance, sick or 
vacation leave and retirement plans. Keep your handbook as simple as possible to avoid 
misunderstandings. An HR consultant or attorney can help you develop this handbook. 

INTRODUCTION TO FACILITY AND STAFF: Don’t leave your new employee on 
his or her own on the first day. Take time to explain job duties and get acquainted. Give 
the employee a tour of your workplace and introduce him or her to co-workers. 

MENTOR/GUIDE: Consider teaming each new employee with a mentor or guide on 
your staff. This can be their supervisor or a co-worker who can answer questions and get 
the new employee started.  Obviously, the need for this varies with the size of your 
business, but creating a feeling of team spirit from day one will help build a good 
employee relationship. 

 

Second, employee training and development is crucial to getting the most from your 
employees. Before developing an employee training program, you need to answer some 
key questions. 

 

What skills do your employees currently have?  What additional skills would help them 
perform better in their current jobs? This could include learning new software programs, 
improving their people skills or communication skills, or learning how to use a new tool 
in your industry. 



Looking to the future and your company’s growth plans, what additional skills do 
employees need in order to grow with the company? For instance, if you will be opening 
a second retail location, are there some employees who could be groomed to manage 
that store? If you are adding an e-commerce component to your business, some 
employees will need to learn more about that area. 

Last but not least, ask your employees what skills they are interested in learning. The 
answers may surprise you. Employees will be more invested and engaged in their work 
if they are able to shape the direction of their careers, so you should always consider 
their interests as well as your needs. 

EMPLOYEE ENRICHMENT:    If you need help providing employee training, there 
are many places to turn.  Most commonly I have found the following sources: SCORE 
(contact your local chapter),  online courses, industry/professional associations , colleges 
and universities,  adult education/continuing education, training companies/consultants, 
business coaches, Minnesota Economic Development Department, and the Rochester 
Area Chamber of Commerce.
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