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School Site Onboarding Guide
Use this guide when deciding how/when to give certain information to your new hires.  New teachers often tell us that they are overwhelmed with too much information at once, so this will help you plan how to distribute information and ensure that they start the school year feeling prepared to be effective in their classrooms. 
	Time Period
	Onboarding Activity
	Details

	April/Ongoing
	Selection – Interviews 
	Set expectations of effective teaching and school mission/culture.



	April/Ongoing
	Selection – Making an offer
	Collect all current contact information for new hire so you can reach out to him/her over the summer.


	May
	Planning for Onboarding
	Attend TNTP onboarding workshop to build your orientation plan for new hires.



	June
	Planning for Onboarding
	Review the “Focus Group Feedback on Induction” document from TNTP focus groups.



	June

(as soon as you hire someone for next year)
	Cultivation – Phone calls
	Principal makes the first phone call to new hires.  New hires should receive a phone call at least once a month after being hired, up until their start date.  Calls should take approximately 10-15 minutes.


	July
	Cultivation – Ongoing phone calls


	Invest staff in helping make these calls; teachers and/or department heads make phone calls.  Calls should be short, inspiring, and informative.



	July
	Cultivation – Emails

	Emails should be concise and require a response (be activity-based) to maintain and create an open line of communication.  Emails are quick and easy, and can be delegated to other staff.



	August 
(2 weeks before school starts)
	Cultivation – Emails
	Answer any first day questions.  Look for red flags that could indicate a new hire is withdrawing.  Provide logistical information: Where to park, pick up mail, location of bathrooms and lunchroom, important staff members (nurse, counselor, AP, mentors).  Share general overview of school-wide academic achievement goals.


	August
(Prior to the first day of school)
	School-site one-on-one conversations – 
Mutual Expectations document
	Hand this document out during school-site orientation, and schedule one-on-one meetings for each teacher to sign it.  


	August
(Orientation prior to the first day of school)
	School-site Orientation – Conduct full orientation
	This is your standard 2-3 day school-site orientation time.  Remember that during this time, new hires need more information about logistics, and less about instructional professional development – but you should still infuse your orientation with conversations about high standards and what effective teaching looks like at your school.  Use the TNTP Sample Orientation agenda for ideas about what to include during these days.


	August
(Orientation prior to the first day of school)
	School-site Orientation – New Teacher Checklist
	Hand this document out during school-site orientation.

	August

(First week of school)
	Supporting new hires – quick pop in visit
	During the first week, teachers need you to be visible and supportive.  Pop in once students arrive to check on how things are going, share sincere encouragement about their teaching at least twice, identify mentors and what the support looks like, give new teachers a welcome gift.



	September

(First month of school)
	Supporting new hires – quick pop in visit
	Use sample form (look for one thing the new hire is doing well and one thing he/she could improve).  During the first month of school, most new teachers say that they need help with day-to-day tasks Learn school routines and procedures.  Help them develop classroom management skills and deal with behavioral problems, understand how to diagnose/assess student performance, and teach with limited resources.



	October
	Supporting new hires – 10-week check in
	Use sample form (look for three things the new hire is doing well and three things he/she could improve).  During the second month of school, most new teachers say that they need more feedback on their instructional practices: schedule formal/informal observations; give immediate feedback (positive and constructive) so teachers can self-correct, set up opportunities for peer observations or model lessons at staff meetings, help teachers learn to identifying big and small issues and prioritize which to correct, encourage self-reflection; build this into planning time or staff meetings.



	November
(or when formal evaluations start)
	Supporting new hires – begin formal evaluation process
	Use district evaluation form.
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