WARMTH

Warmth in the workplace starts with a
welcoming atmosphere where everyone
feels comfortable and respected, breaking
down barriers and fostering open
communication.

EARLY INVOLVEMENT

Involving new hires in meaningful tasks from

the outset helps them quickly understand
their role's impact, encouraging a deeper
commitment to their work and the team.

LEADERSHIP

Leaders and managers should actively
participate in onboarding, demonstrating

welcoming behaviors that affirm the value of
new hires and establish the cultural norm for

the entire organization.

CONNECTION

Creating opportunities for new hires to
connect with their peers, across different
teams or departments, lays the groundwork
for collaborative and supportive working
relationships.

ONGOING SUPPORT

Ensuring that support extends beyond the
first few weeks, with regular check-ins and
accessible resources, reinforces the
organization's dedication to each
employee's success.

MENTORSHIP

A mentorship program can act as a bridge,
connecting new hires to the organization's
culture and knowledge, while also providing
a trusted advisor for personal and
professional growth.

ENGAGEMENT

Encouraging questions and idea sharing
among new hires boosts engagement and
curiosity, enriching their onboarding
experience.
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Provide a positive off-boarding
experience with a

WARM
PARTING

PLAN TIMELINE

Collaborate with the departing employee to
establish a departure timeline that respects
their needs and the organization's
requirements.

ANNOUNCE DEPARTURE

Share the departure news in a timely manner
that honors the employee’s contributions,
maintaining morale and transparency.

REFLECT ON EXPERIENCES

Conduct an exit interview to gather valuable
insights and feedback, allowing the
departing employee to share their
experiences and suggestions.

TRANSITION KNOWLEDGE

Arrange sessions for the departing
employee to pass on crucial knowledge and
insights of projects to teammates to ensure
continuity. This helps replacements hit the
ground running.

INFORM STAKEHOLDERS

To reinforces a culture of openness and
transparency, keep all relevant parties
updated about the transition to manage
expectations and maintain operational
continuity.

NAVIGATE FORMALITIES

Coordinate HR and IT to handle all
necessary formalities such as final pay,
document and equipment handovers/access,
and compliance with company policies.

GOODBYE GATHERING

Organize a farewell gathering that
celebrates the employee’s contributions to
provide closure and celebrate the time spent
together.
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Provide a positive job
role transition

STRATEGIC
SUCCESS

SET EXPECTATIONS

Establish clear communication and prepare
all necessary logistics for the role change to
ensure a smooth transition and alignment
between team member and manager

UNITE THE TEAM

Integrate the team member into their new
team by fostering a sense of belonging and
providing essential information to help them
feel welcomed and supported.

CONFIGURE WORKSPACE

Ensure the team member's workspace and
necessary tools are ready, allowing them to
begin their new role without any technical or
logistical delays.

CREATE DEVELOPMENT PLAN

Provide team members with a tailored
training plan and 30-60-90 goals to equip
them with the skills and knowledge required
for their new responsibilities.

ESTABLISH SUPPORT

Provide ongoing support through mentorship
and regular check-ins to guide the employee
through their transition and address any
challenges promptly.

START PROJECTS

Assign initial projects to engage team
members in meaningful work early on,
helping them start contributing and feel
competent in their new role.

SUSTAIN GROWTH

Foster continuous development by
discussing long-term career opportunities,
providing regular feedback, and
encouraging participation in ongoing
training and professional development.
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