
Welcome Aboard: Planning for 
New Employee Success

Emily Rogers, Deputy Director 
Brown County Library 



What is Onboarding? 

• Onboarding is the organized
method by which you bring a new 
employee into your library. It 
ensures that each employee is given 
the tools for success from meeting 
coworkers and getting a tour, to 
training on individual tasks. 



Why is 
onboarding 
important? 

Creates 
consistency

Develops 
employee 

success
Reduces 
anxiety 

for 
employee

Reduces 
anxiety for 

YOU

Provides a 
framework 
for training 



Who should be onboarded? 
Employees  Volunteers 



Overview 

Interviews

Onboarding Toolkit

Orientation Checklist 

Before the Employee Starts

After the Employee Starts



Onboarding Starts 
in the Interview 

• Share information
• Overview of library and community
• Funding source 
• Job specific information

• Tour
• Why?

• First impressions count 
• Increase advocacy 
• Generate excitement
• Build understanding



Offer Letter: 
Information to 
Include 

Wage Hours

Direct 
Supervisor Benefits

Who will meet 
them the first 

day

Information 
about the 

Library  



Offer Letter: About the Library 

Mission Vision Values Overview 

Confidentiality Dress Code Parking



Onboarding Toolkit 



Onboarding 
Toolkit

• Email
• Timekeeping system
• Computers and shared drives
• Special software
• ILS
• Phone

Setting up Access 

Order Name Tag

Order Business Cards 

Order Keys 



Onboarding Toolkit 

1

Set Up 
workspace
• Mailbox
• Desk
• Supplies

2

Welcome! 
• Personal 

space
• Notify 

staff 

3

Create 
first week 
schedule 

4

Set aside 
time to 
meet 

5

Identify a 
mentor 



Onboarding: 
Mentor 

Why?
Acclimate to work culture
Provide support
Take a break
Assist with questions 

Who? 
Knowledgeable 
Positive
Welcoming



Orientation Checklist 



• Items to review
• Action items
• Tour
• Forms 

First Day(s) 



Customized Feedback From 



Customer 
Service 

Standards



Employee Conduct 
Statement 



First Month 
• Connect with other staff
• Review specific sections of 

handbook



First 2-3 Months 



Easy Access 



Building your Work 
Relationship

• Meet Regularly
• Allows time to get to 

know one another 
• Give and receive 

feedback
• Normalize meeting
• Check in on goals and 

projects
• Demonstrate value of 

each employee  



Meeting with your Employee

How is the job 
going?

Is the training 
meeting needs?  

Additional tools 
needed? 

How is your 
mentor doing?

How do you feel 
you are doing in 

role?

Co-worker 
relationships? 

Do you have any 
suggestions for 
improvements?

Anything you 
would like to 

share?



Questions
Emily Rogers
Deputy Director 
Brown County Library
Emily.Rogers@BrownCountyWi.Gov
920-448-5808

mailto:Emily.Rogers@BrownCountyWi.Gov
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