
GUIDE TO
ONBOARDING 
DIGITAL
LEARNING
TEAMMATES

You’ve hired a new teammate. Congratulations! You’re probably hoping they’ll jump
right in and help you develop courses and training tools. But not so fast. First you need
to onboard them. Onboarding can feel like a hassle, or even a waste of time, but it’s the
only way to make sure your new hire delivers their best work.

Get organized
so you can
effectively and
efficiently
onboard new
teammates
every time. 

Your employees will be happier, they’ll do better work, and your whole team will
collaborate more efficiently. This guide will help you get organized so you can
effectively and efficiently onboard new teammates every time you hire.

Your onboarding process should
achieve two important goals:  Equip
your new hire to do the job. Help
them feel like part of the team.

If that sounds like a tall order, it is.
Onboarding takes planning and
time, but the effort is well worth it.



Provide logins for essential tools.
Assign a mentor to help guide the
new hire in their first few months.
Provide SOPs and basic orientation.

Even if you managed the entire interview
process, you should still schedule a
meeting to officially welcome your new
hire. This makes them feel valued while
giving you an opportunity to start
equipping them with everything they
need to do the job. 

During this meeting you can: 
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Set up permissions and access

Having access to these tools makes the job possible. Without them, your new hire is
left twiddling their thumbs or, worse, feeling like an outsider. Make sure they have
access to every tool they need. Set up their email address, give them access to shared
folders, and make sure they know where to find contact information for the
teammates, clients, and vendors they'll be working with.

Your team probably uses a whole suite of tools to complete daily work. These can
range from the general: email, video conferencing applications, project management
apps, to the highly specialized: proprietary LMS, CMS, etc.

Schedule a meeting

Most importantly, this is your chance to set clear expectations for the employee and
their onboarding process.  One of the most common areas of confusion is around how
to report working hours. Make sure the employee knows how to track and report their
time. If they are a contractor, remind them to report how their hours are being used
and give them a timeline for how often they should be providing updates.
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Your team has a certain way of doing things. No matter how seasoned the professional
is whom you are onboarding, they probably won’t know how to do things exactly the
way your team does. So even when onboarding an expert, you’ll need to explain the
basics of how you expect tasks to be completed. Common stumbling blocks include:

Teach them how you work

Email, Slack, phone calls, Google Meet, there areHow do we communicate? 

To save time and minimize rework, you can include most of this information in an SOP
document that you can share with everyone on the team. Just make sure SOPs are
updated as circumstances change. At the end of this guide, you’ll find a template for an
email you can send to your new hire that covers most of the information listed above.

Do you expect the new hire to update you How Often do we communicate? 

While some technical tools are nearly universal, yourwhat tools do we prefer?

Especially if you’re working in project-based teams, your who is my supervisor?

You offer unique products or services to What are our learning philosophies?

dozens of ways to keep teams connected even when working remotely. 
Which one is your go-to and how can the new hire reach someone if they 
have an emergent issue?

daily or weekly?  Are there particular times that they can more easily reach
team members?  Has the team set aside time for particular tasks?  Make sure
they know about any standing meetings or other recurring events.

team may have ones that they prefer. For example, do you use Google Docs or
Microsoft365?  Maybe there’s a native drafting tool that’s more effective for what
you do. Make sure your new hire knows what to use and how you like to use it.

new hire might not know who they should report to. Make sure they know who
is in charge of the project, who to contact in case of technical difficulties, and
how to get help from teammates.

distinct audiences. Make sure your new hire understands the nuances and your
philosophy, your approach, and most importantly who you serve.
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A starter project can help you see how
the new employee functions at work. It
also gives them a low-stakes way to get
to know your team and how they work
together.

Expecting a new hire to immediately tackle a major project might be a recipe for
disaster. It’s like asking a student to write a thesis before taking the introductory
courses. No matter how talented or skilled that student is, they’re unlikely to excel in
that situation.

Assign a Starter Project

Starter projects are most valuable for
everyone when you set clear
expectations. The new hire should
know their deadline and objectives. If
they need to contact vendors or clients
to do this work, make sure they have
the contact information for all the
relevant people. Check in regularly to
see how things are going.

Follow-Up

New hires may not always feel comfortable asking for help. They know how busy their
teammates are and may not want to be a bother. This can lead to time wasted as they
try to muddle through something without the right tools or information. 

Short-circuit this pattern by reaching out to new hires part-way through their first
project. Ideally they should be communicating with their mentor regularly, but an extra
check-in from the HR representative, project manager, or team lead can make them
feel like a valued part of the team.



Teamed specializes in connecting organizations
with digital learning professionals. Our network
includes over 10,000 digital learning professionals
as well as universities, textbook creators, and
edtech companies. We are constantly connecting
with and vetting experts to share with you.
Whether you need to quickly assemble a team to
migrate learning online, develop a
comprehensive digital learning plan, or train staff
in digital learning best practices, we can help.
Easily hire exceptional new teammates or take
the next step in your career with Teamed. 

To improve a course, you ask for feedback
from learners and instructors. The same
principle applies to improving your
onboarding process. Reach out to new
hires in the first few months get their
feedback. Ask them what worked and
where there is room to improve.

You might think you don’t have time to
provide all of this training. This person is a
professional, can’t they just figure it out on
their own?  The reality is, effective
onboarding saves time in the long run.
New hires don’t have to scramble to find
basic information. They won’t waste time
using the wrong tool or reaching out to
the wrong person. Most importantly, it
helps them feel like part of the team, and a
cohesive team delivers the best work.
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Become a teammate at www.teamedforlearning.com

gather Feedback

http://www.teamedforlearning.com/


Dear [New Hire Name],

Welcome to the team! We know you’re excited to get started and so are we. This
email includes all the information you’ll need to get oriented.

Your supervisor is [supervisor name]. Your first meeting with [him/her/them] is
scheduled for [date,time] via [Zoom, Google Meet, etc.]. If you need to reach
[him/her/them] in the meantime please [call/email + contact info]. During this
meeting you’ll learn a little more about how we work, go over basic
expectations, and get a mentor assigned to you. Bring any questions you have
about the [job/project]. 

After that, you’ll be ready to meet with the rest of the team. That meeting is
scheduled for [date,time] via [Zoom, Google Meet, etc.]. They’re excited to meet
you and ready to answer any questions you have about working together. 

You’ll use the following tools to do your work and interact with the team: [list
communication, collaboration, and development tools.] Your supervisor will
provide you with passwords and logins at your first meeting. If you have any
technical issues, you can always reach out to [tech support person]. He/she/they
will get you taken care of. 

Please take some time to review the [attached/linked] SOPs before your first
meeting with your supervisor. They will help you get oriented before you start
your first assignment. 

Welcome to the team. We’re going to do great work together. 

Best wishes, 

[Your name]
[Your Title]
[Prefered contact info]

 Onboarding Email TemplateONBOARDING   

Ema i l  Temp la t e



ONBOARDING  PLANNING  

Supervisor Assigned

Mentor Assigned

SOPs sent

Logins and passwords provided

First meeting with supervisor scheduled

First meeting with team scheduled

First task assigned

First follow-up, midway through first task

Second follow-up:, after first task complete

Feedback on onboarding requested

New Hire Name: 

Position: 

Check l i s t


