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Congratulations 
on your new hire! 
It is now time to integrate them into your team. A good 
onboarding process is vital for your new hire to evolve into 
a skilled, self-sufficient employee.

Employees who have experienced a positive 
onboarding process are 69% more likely to stay 
with a company for three years. In contrast, a poor 
onboarding experience contributes to 47% of 
employee turnover within the first 90 days. 

To support employee retention and performance in 
the first 90 days, follow these onboarding steps.

The First 90 Days
A guide to successful employee onboarding

Before commencing your onboarding program, check in with current staff to gather feedback and make any 
changes you see fit.

Get your new hire organised. Having all paperwork and workspace materials prepared will ensure a smooth 
start and communicate that your organisation has established workplace procedures in place.  

Get your new hire excited about the role by inviting them to a coffee catch-up, providing them with 
information about the organisation. 

Create an agenda so they know what to expect in their first few days/weeks. 

Go the extra mile; if relocating, check to see if they require any assistance finding a place.

Give them a glimpse of the company culture by inviting them to a team event.

Send out a hire announcement to the team and make it personal by including a short bio with fun facts about 
the new hire.

Pre-onboarding

Tip *
22% of companies lack a formal onboarding program, so implementing one positions your organisation 
strategically and supports long-term employee success.



Week 1

15 days
90 days:

45 days
Make the new hire feel welcome and at home by taking them on a 
tour of their workspace.

Set up meetings for the new hire to meet the people they will work 
closely with.

Assign a workplace buddy to the new employee. This should be 
another staff member. Ensure they schedule regular catchups. (Learn 
why a buddy system is effective on the next page).

Organise a team lunch so the new person and the team can get to 
know each other outside of an office setting. 

Maintain casual dialogue with the new employee; this helps to 
build a good relationship.

Organise for the new hire to meet with the senior executives in the 
company, as it can help to solidify the company’s values and aspirations.

Continue to have informal check-ins on a daily basis, whether it 
be a quick phone call or zoom meeting. This also gives them an 
opportunity to ask questions.

If needed, review the company values with your new 
hire again - does the employee understand and are 
they fitting in well with the company culture?

Review what the hiree has accomplished to date.

Help them establish their future goals, milestones 
and success metrics.

Have a discussion about where their mind is at regarding 
some of the bigger-picture tasks that they were hired for. 

Start to measure performance on their first few projects.

Offer any training and support that you see fit. If you notice 
any gaps in their learning, consider creating a demonstration 
Loom video for them that they are able to file and revisit.

Integration & performance
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Tip
Pay attention to the types of questions they ask, as this can be 
an insight into potential strengths/weaknesses or can point to 
opportunities for future growth.

Note
It takes staff around 45 days to become fully acquainted 
with a new employer. 

Note
At this stage, a well on-boarded employee will 
start to deliver results.



When using The First 90 Days Guide, we encourage 

you to stay flexible and to tailor the approach to 

your team. A better onboarding process leads to 

higher employee retention, a stronger team and a 

more successful business overall.

If you have any recruitment needs 
in your team on a permanent or 
temporary basis, we would be 
delighted to assist you.

Moir Group is a specialist finance, 
accounting and ESG recruitment company. 
We cover temporary and permanent roles 
from Financial Accountant to CFO level. 
We also recruit Sustainability and ESG 
positions across all industry sectors.

Contact Us About Moir Group
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The onboarding process: 
imperative to long-term 
employee success

LinkedIn 

Why does the 
buddy system 
work?

Helps the new hire to become 
familiar with the office and team 
culture

Gives the new hire general 
advice and encouragement

Is a casual approach to team 
building
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