[image: image1.jpg]IT Workiorce Planning

OFFICE OF PROFESSIONAL DEVELOPMENT




Onboarding Your Staff: Sample Emails 
As a supervisor, your first step in properly onboarding your new staff is contacting them prior to beginning employment. Below are some sample emails which could be used for this purpose: 

SAMPLE EMAIL FROM TRAINER:

I want to introduce myself and welcome you to the (insert name) Unit. (Insert supervisor’s name) has asked me to train you, and I am happy to do so. (The trainer may choose to include some brief details about him/herself, such as how long s/he has been with the unit and organization, what their position/experience is, etc.) 
As your trainer, my role will be to help you become comfortable in your new position, to answer questions as they arise, and to provide you with ongoing advice and guidance as needed so you can be successful. A more detailed overview of how this will be accomplished will be discussed with you on your first day of employment.
I look forward to meeting you and helping you make the transition to a successful employee within the (insert division). If you have any questions, please feel free to ask. 
SAMPLE EMAIL FROM SUPERVISOR:

I just wanted to take the time to welcome you to the (insert unit name) Unit. There’s much to learn about your new job with the (insert department), and I am committed to making sure you are given every opportunity to be successful. I will spend most of your first day with you in order to help you become situated and comfortable (consider inserting some specific details about what the first day will entail—i.e. completing some paperwork, receiving a tour of the facilities, meeting with you one-on-one, etc.) I’ve also asked (insert name of staff assigned to trainer) to serve as your trainer. I’m confident s/he will be an excellent ongoing resource for you. 
If new to state service, include the following paragraph: As a new state employee, there is some paperwork to complete, so I have already arranged for you to meet with your HR Specialist to assist you with this process. Please be sure to bring two forms of identification with you on your first day. 

In order to learn more about our organization, I highly recommend you engage the (insert relevant website link(s). It/They will give you a comprehensive overview of our mission, customers, IT Strategic Plan, recent press releases, and accomplishments. 
Please let me know if you have any questions I can help with before you start. I’m excited to have you begin as part of our team on (insert date).
SAMPLE EMAIL TO STAFF ANNOUNCING NEW EMPLOYEE:

Please help me welcome Jane Doe, a new analyst to our team. She comes to us from the Department of Finance and also has prior experience working on budget documents for the federal government. She will be working with Team B to develop supporting documentation for new budget change proposals.

As a new state employee, Jane will have much to learn about her new job and our organization. I have assigned (insert staff name) to serve as her mentor, but I know I can count on all of you to help her become acquainted with staff and make her feel welcome.

Her start date will be June 14th. Please be sure to stop by cubicle 12 to introduce yourself and welcome her to our unit.
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