[image: A colorful ribbon on a black background

AI-generated content may be incorrect.]

Top Tips – Onboarding

Getting onboarding right, in an accessible and inclusive way, helps new employees to start their role in a safe, confident and dignified way. Being welcomed in an inclusive way helps new employees to integrate into their team and feel valued from the start.

These tips will help you onboard new team members effectively and efficiently, in an accessible and inclusive way.
1. Adjustments
Proactively offer and implement adjustments.
· Ensure any adjustments identified in the recruitment process are ready to go for onboarding.
· It is best practice to offer and implement adjustments at each point of onboarding due to the variety of activities involved. (see also ‘Job Analysis’ below)
2. Preferences
Asking your new starter for their preferences can help onboarding run smoothly.
· Communication: using the preferred communication method, where possible, can help to move through the pre-onboarding processes more efficiently.
· Working: for example - do they like planning out tasks? How do they work best with team members?
· Learning: for example - do they prefer to be shown how to do a task? Or do they like to read all information first?
3. Provide Onboarding information
Ensure your new employee is ready for their first day
· Include details of where to go (address or to a specific entrance), the name of the person to ask for with clear accessible wayfinding.
· Include photos and images where possible (along with image descriptions)
· Include pre-reading (in accessible formats) so they know what to expect when they start.

4. Plan the first day 
Planning out the first day takes away stress and confusion
· Include a tour of the workplace. Show your new employee where to find the kitchen, bathrooms, lockers etc.
· Provide a cheat sheet for any jargon or acronyms used
· Introduce the team members and go through the organisation structure
· Include details of who to go to when your employee has questions or needs some extra help 

5. Ensure all employment documentation is accessible.
Make sure completing and submitting all necessary documentation is accessible and straightforward
· Offer different formats for documentation if required
· Check all formats for accessibility before providing them to new starters
· Is the process for returning employment documentation accessible? 

6. Training
Ensure that all training elements are accessible for everyone
· Most training is online. Has the training been accessibility checked? Are different formats available? 
· Are guides and resources written in Plain English? Are there visual representations and descriptions included?
· Can mandatory training courses be completed at home before the start date?

7. Job Analysis
Check accessibility by breaking down the elements of a role
· What are the main duties and tasks for the role?
· Check both physical and digital environments
· Which tools or equipment will be used?
· Check the social elements too. How often and who will your employee need to interact with?
8. Personal Emergency Evacuation Plan (PEEP)
A Personal Emergency Evacuation Plan (PEEP) is just as important as a workplace adjustment.
· Create a Personal Emergency Evacuation Plan (PEEP) as part of the onboarding process.
· Having a PEEP on file ensures that the correct procedures will be followed in the event of an evacuation or drill.

9. Policies and Processes
Make sure policies and processes are accessible and understandable
· Key company policies and processes (for example leave policy and flexible working policy). Provide in an accessible format and offer to clarify any points. Highlight item as such as the process for attending medical appointments in work hours.
· Explain any unwritten social processes such as going out for coffee, or when and where team members have lunch

10. Schedule regular times for check-ins
Having regular check-ins creates structure and can help reduce anxiety
· ask about workplace adjustments at each check-in
· use this time to provide feedback and ask if your new employee has any questions

Inclusive onboarding creates a better experience for the whole team and demonstrates your organisation's commitment to accessibility. 

For More Information:
1. Get in touch with Australian Disability Network to learn more about how you can make your onboarding more inclusive and effective.   
2. Visit: www.australiandisabilitynetwork.org.au
3. Visit: www.jobaccess.gov.au
4. This flyer was funded by the Australian Government, Department of Social Services as part of the Career Pathways Pilot grant.
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