Transcript Day 3

Hi, welcome to your Live Workshop, Week, Day 3, when we're going to be working on your getting started tip
sheet.

But first let me say hi again. We are Suzanne and Barend. | think you know us by now. Hopefully you have seen
us in the Facebook group. We are combining specialized labour law knowledge and brains with 25 plus years
of experience in nonprofits in management and advisory roles. And we are doing that to help nonprofits
professionalize in the field of labour and HR issues.

And this Live Workshop Week Welcoming new team members warmly with less effort is of course an
important part of your HR processes. And that is why we are offering this to you together. So Live Workshop
Week, just to recap, this was our productivity boost through joint work and a shared focus on standardizing
your onboarding process and your materials, during six days, with 15 to 30 minutes of assignment work per
day, after which you will amaze yourself and your team. And of course your new team member, who will
probably say like, wow, the way | have been onboarded in that organization is the best ever. And whenever |
will move to another organization, this is what | will bring as an example of a best practice. So that is what we
are sure you will have achieved after six days of work with us.

If you have been able to catch up with all the assighments and have been able to spend 15 to 30 minutes of
work on that per day, after watching the videos. So what are we going to produce? You're going to produce
three main things. You're going to produce on your own onboarding handout or handouts. You're going to
produce instructions for each onboarding preparation step, and you're going to produce a checklist with all
the actions that you need to take to prepare a warm and effective onboarding process - with a secret
ingredient that we're going to share with you on day six, Saturday, 3rd of April. And so what we're going to be
working on today, the getting started tip sheet, is the final part of your onboarding handout. So after today
you have your onboarding handout in a rough sense, ready and done. Ready for editing and dissemination
hopefully.

So, yeah, just a reminder. This is a Live Workshop Week, so it's live and it's a week. And that means that after
our final day together, Saturday, the 3rd of April, we are going to give you a few more days to complete
everything, to watch the videos that maybe you haven't had time to watch before.

But from the 6th of April, all materials will go offline, no exceptions. So pay attention. We'll be reminding you
of this in each presentation and in the Facebook group and in the emails so that you won't have a nasty surprise.
It's time to continue because we're going to welcome somebody to the team. And we're almost done with the
welcome package handout.

So we're going to be working on your Getting Started Tip Sheet. And this is what it looks like in your downloads.
This is your worksheet, a word document that you can edit and adjust as needed as before. The red texts are
questions that can help you to understand what information you could include there. But of course you can
change this all according to your own analysis that you're going to be doing of what is needed for a new person
to be aware of and to have at hand when they get started.

Okay. So yeah, we're still looking for the last day this week from the perspective of the new person, and we're
saying, Hey, welcome. This is your desk. And then maybe you remembered that from the last time this
happened to you, that you were introduced to a new organization, a new office and a new desk when you are
looking at it and thinking, yeah, this is a kind of puzzle. How is this all going to work? What am | supposed to
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do? It's not clear. And who can | ask? Maybe my questions are silly. So it would be so helpful to have a tip
sheet with the basic information that you need to get started. And just try to put yourself in the shoes of the
new person.

Who's looking at that desk, at that computer, at the person next to them and thinking, okay, what's next?
Yeah. So look at the basics that they might like to know or that they might need to know to feel part of the
team and to be able to get started working in the team. So that could be basics, like who is who? So what if |
have a question about my expense claim for my travel cost to the office? What if | have a question about the
password rules? What if | have a question about my computer? What if | don't understand how my email
system works? What if my telephone doesn't work? Who is the go to person for what topic? So make clear
who to go to in case of a question about ABC. A person probably also has a question about who are my
colleagues. So what kind of people are they, what do they look like? What are they doing? And we all
remember that feeling probably when you are introduced to five new colleagues and, and you're so interested
and afterwards you think, ehhhhhh, what was that name again? What were they working on again? Would be
so nice to have a sort of tip sheet where | could reread it and think, ah yes. Now | remember, that was, that
was Cathy, she was saying this and this. And then you can even make a note now on it, maybe because it's
your own tip sheet, so you can doodle on it and you can remember better who is who. And also for example,
where can they find standard documents? So what if they need to file an expense claim, is there a standard
document for that? What if they need to send a letter to a partner, to a donor, to somebody in the community,
about an activity, are there any standard documents and where can they find them? Is there a location on
your shared drive, a folder, where they can find all those things?

And are there specific tips about that? Like how do you use your logo? What are the brand colours that you're
using? How can they find them and how can they be sure that they're using the right colours in their reports,
in their letters, the right logo, et cetera. How can they set up their email footer, so that they are also
representing the organization correctly. How can they insert a logo there? Is there a campaign running at the
moment that they can link to through a picture, et cetera, et cetera. And things like, how does the telephone
work? So how do | call an outside line, et cetera, et cetera. So these are instructions that people need so that
they can communicate properly along your organization standards with the right branding colours and the
right information.

So these are things that people need to get started and that you can indeed tell them, but we all know that on
the first day or first days in a new office, you get so much information overload that it's hard to get a grip on
it and to feel comfortable with all of that. So having that in a handout would be super helpful.

So what are you going to do? You're going to define what is the basic information that a person needs to get
started to be part of the team. So you have already defined the basic information about the organization.
That's your organization fact sheet. You have defined the basic information about the rules and customs in
the office, which is in the office rules cheat sheet that you made yesterday. So today we're really going to look
at how a person is working, let's say from their computer, from their desk. So who are the colleagues that
they're looking at? What in case if they have a question about ABC, what, in case they need to make a
document, a letter, where can they find a standard?

How should they use that standard, et cetera, et cetera. So define which are those basics that a person needs
to get started. And describe these as clear instructions, with screenshots, if needed, for example, if you want
to instruct them about how to change their email footer and what picture, what logo, what campaign banner
to include there, how to include a link there, et cetera, et cetera, it might be helpful to have screenshots and
write this down in the worksheet. Try to keep it short and simple. But of course, if you're going to be using
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screenshots or pictures, then of course, it will take some space, but try to keep the text to maybe a one or two
pages and then have pictures sprinkled in, so that maybe the total will be like four pages, but be clear, it
shouldn't be an encyclopedia . It should be the first helpline, not the final answer. If they need to know all the
details, they can probably look up your communication policy or your branding instructions, or a clear finance
handbook with all the rules for expense claims, et cetera, et cetera. This should be the first helpline and not
the whole encyclopedic answer that they might need later on when they're in a very specific situation.
Remember this is an onboarding process. So we're looking to provide information to people that they need in
their first days in the organization, the office and at their desk with their team so that they can find their way.

And of course, it's a good thing that can also remind others in the team of certain rules and customs and
certain practices in terms of branding and so on. So this is what you're going to be doing.

And once you have done this, then you have all three elements of your onboarding handout ready to roll
basically. | would say probably ready to be proofread by one of your colleagues, fine tuned, and then ready
for use. So if you have any questions about this whole set of documents, or just about the Getting Started Tip
Sheet, if you want feedback, if you have made it look very cool and want to share it, come to the Facebook
group and share it there, we are there to answer questions and also to celebrate that you now are probably
right on the way of having your onboarding handout ready! So that's a super result.

And | think if you have done today's work, it's a good moment to go to your team, to your colleagues, and to
share with them what you've been working on and to make sure that maybe they have a possibility to give
good input, to make it better.

And to also, don't forget, to finalize it! So we are here in this week together to finalize things. So while it's good
to consult your colleagues, and | think you should, because it also gives them the opportunity to celebrate
with you the success of having done this in just three days. And it's good if they have inputs, but make sure
that you finalize it. Don't leave it hanging out there because of input coming in or not. Ask them to have look
at it, ask them to give you feedback today, and then find a moment in the coming days to wrap it up, to finalize
it and to say, okay, done, ready, let's move on! Because tomorrow we're going to move on to the next part of
your onboarding toolbox. But for now we're looking forward to catch up in our Facebook group and to seeing
your beautiful results there.

So see you there and see you tomorrow. Bye bye.
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