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Executive Summary

On Guideline for onboarding and adaption of a newly hired employee

The procedure for onboarding and adaptation of a newly hired employee is a rule that helps to adapt
people employed in public service to job-related activities, to integrate them effectively into the work,
the social environment, and the culture and values of the institution. In order to support the work of a
person employed in public agencies and to promote the values of public service, it is important to have

unified approach and standards for onboarding and adaptation of newly hired employees.

This procedure includes a description of effective onboarding and adaption process of newly hired staff,
consistent steps and recommendations based on best practices. Given that every public institution has
an individual and specific approach for onboarding and adaption of a newly hired employee, this
procedure may be accompanied by specific documentation used by each public institution in the
recruitment process. The procedure can be used either as an independent document, or it is also

possible to integrate it with the existing internal procedure of a public institution.
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The procedure goes beyond the issues established by the law on Public Service (see Figure #1). It
includes: assessing the degree of adaptation of professional skills, capabilities and personal
characteristics of a public servant for the occupied position; keeping the employee up-to-date, creating
right expectations, setting clear goals and tasks; selecting and ensuring participation in training
programs or other development methodologies to promote the effective use of the employee's work
capacity, knowledge and skills, as well as productive and fruitful work; managing administrative and
logistical issues to ensure the smooth working process for the employee; activities in support of

employee’s work as well as informal relationships, team integration and communication.

Figure #1. Comparison of existing issues regarding an employee recruited for a probation period
established by the Law on Public Service with the procedure for onboarding and adaption of a newly
hired employee.

Ovall

Issues covered by the Law on Public Service regarding an employee recruited for a probation
period

Oval IT
Issues covered in the onboarding and adaptation procedure of a newly hired employee

Adaptation of any newly hired employee in
the public sector

Procedures for newly hired employees for
One-year professional  Adaptation of employees with sharing information, getting acquainted with
dewvelopment plan career break all necessary documentation and
communication

Adaptation in case of promotion to 2 | Aszessing the degree of adaptation of

alpapazepalpoaion professional skills, capabilities and personal

Rules fi ing the basi characteristics of a public servant for the
Adaptation of a newly hired el ::ssmfg _E Isac \ - £
rogram ofessiona " P position
employee to a managerial position PFog pr! i Obligation to familiarize
development of an officer  the officer with the
The role of supervisor, mentor, top- f
; intemal regulations .
Preparation and | level management, previous employee
communication process before | Probation period for newly employed | and HRM department in the

going to work | qualified public officers | adaptation process
Management procedures Rules for submitting | Samples of documents te be
for logistical and additional documents by | used for adaptation

administrative issues public officer Evaluation of an

Recommendations
officer recruited for

One-year work plan probation period and best practices
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In addition, the probation period established by the Law on Public Service applies only to newly
hired staff, while the procedure described in this guideline applies as well to employees who have

moved to other positions in the public sector or to another public institution.

The procedure also applies to employees who have had a career break for various reasons. This could

be caused by maternity leave, study leave, reduced working capacity, etc.
The main target group of the procedure is all employees employed in public sector.

The purpose of the procedure is to assist the HRM department representatives, managers and mentors
of the public institution in effectively adapting and integrating the employee at work. Also, to provide
information to other departments involved in the recruitment process, such as IT, logistics,

administrative departments, chancellery, etc.

The procedure describes the roles and responsibilities of those responsible for its implementation as

well as other participators.

The procedure includes samples of documents to be used in the employee adaptation process, such as
human resource management representative checklist, manager checklist, new employee first day
schedule, workplace arrangement checklist, manager’s action plan, one-year professional development
plan, one-year job performance plan, welcome letters from HRM director and manager, letter of
introduction of new employee from HRM representative to other employees, letter of introduction of
new employee from manager to the team, mentor selection criteria, feedback questionnaire for HRM

representative and manager.

The content of the document is divided according to time periods of the employee onboarding and

adaptation process and activities to be carried out during the relevant period. (see Figure #2).
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Figure #2. Adaptation Process

The purpose of adaptation process
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The document includes three types of text inserts that provide additional recommendations regarding

specific procedures. In some cases it explains the importance of implementing the procedure or

provides information on best practices.
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