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What our fastest-onboarding clients do in the first 30 days

90% 60% 40%

Faster time to productivity Fewer procedural queries in Improvement in 18-month
month one retention
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Why most onboarding fails before it starts

Most organizations treat onboarding as an event. A first week. A stack of documents. A
manager walkthrough. Maybe a compliance module. And then the new hire is left to figure out

the rest.

The cost of this is not dramatic. It is quiet. Productivity ramps slowly. Procedural questions flood
managers for weeks. Confidence takes months to build — if it builds at all. And the new hire
who never feels competent often leaves within 18 months, right when they were starting to

produce real value.

This playbook documents what the fastest-onboarding organizations actually do differently —
specifically in the first 30 days. These are not aspirational frameworks. They are operational
patterns drawn from deployments across retail, hospitality, financial services, and healthcare,
where getting people to independent productivity fast is not a nice-to-have — it is a commercial

necessity.

How to use this playbook

Each week has a clear focus, a set of non-negotiable actions, and the rationale behind them.
Use it as a diagnostic — score yourself against each item to find where your current process
leaks productivity. At the end, you will find a gap analysis template to identify where a managed
learning infrastructure would close the gap permanently.

Week 1: Days 1-7: Structure before information

FOCUS: The goal of week one is not to teach your new hire everything. It is to remove the anxiety
of not knowing where things are, what is expected, and who to ask.

Map the first week to specific competencies, not topics

Before week one begins, list the 5-7 things the new hire must be able to do independently by
the end of day 5. Not topics to cover — specific observable outcomes.

e Example: 'Process a standard customer return without manager approval' not 'Understand the
returns policy’

® Share this map with the new hire on day one — knowing what success looks like reduces anxiety
immediately

e Use it as your week-one check-in framework: did they achieve each outcome, or not?

Where most organizations fall short: Most organizations give new hires a reading list. The fastest-
onboarding organizations give them an outcome list. The difference in day-5 confidence is significant.
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Deliver role-specific content before generic company content

New hires experience onboarding through the lens of their own job, not the organization.
Lead with what they will actually do on day two.

Cover role-specific SOPs, tools, and workflows in the first 48 hours

Push company history, culture modules, and org structure to week two — they will retain it better
once they feel grounded

Every piece of content should answer the question: 'Does this help me do my job this week?'

Where most organizations fall short: Generic company overviews given on day one are largely
forgotten by day three. Role-specific content given on day one is acted on by day two.

Assign a single point of contact for procedural questions

Not a buddy. Not '‘ask anyone on the team." One named person, available for specific time
slots, responsible for unblocking the new hire during week one.

Define the scope: this person answers procedural questions (where to find things, how to do
tasks), not career questions

Set a daily 15-minute check-in for the first week — removes the friction of asking and surfaces
blockers early

Track the questions that come up — they are a direct signal of gaps in your onboarding content

Week 1 checklist

[]
[]
[]
[]
[]

Competency outcome map prepared and shared with new hire on day one
Role-specific SOP content delivered in first 48 hours

Single procedural contact assigned and daily check-in scheduled

New hire has access to all systems and tools before they arrive

First week schedule structured around doing, not listening

Week 2: Days 8-14: Consolidation and context

FOCUS: The second week is where week-one learning either sticks or evaporates. The
organizations that accelerate onboarding use week two to reinforce, not introduce.

Reinforce week-one content before introducing new material
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Spaced repetition is one of the most well-evidenced mechanisms for embedding learning.
Most onboarding programmes ignore it entirely.

* Begin week two with a brief structured review of week-one competencies — not a quiz, a

conversation or a practical task
¢ |dentify which competencies are solid and which need reinforcement before moving forward

* Only introduce new content once week-one foundations are confirmed — rushing to week-two
material on top of shaky week-one knowledge compounds the problem

Where most organizations fall short: Organizations that introduce new content every day regardless of
retention produce new hires who know a lot but can do very little independently.

Begin cross-functional context — but make it relevant
By week two, the new hire should understand enough about their own role to find the
adjacent context useful.

* Introduce the teams and processes they will interact with most frequently — suppliers, customer

service, compliance, operations
* Frame every cross-functional introduction through impact: 'When you do X, it affects the Y team

in this way"'
* Avoid org chart walkthroughs — they create no retention and produce no behaviour change

Run the first formal performance check-in
Not a performance review. A structured conversation about what is working, what is unclear,
and what the new hire needs to be more effective in week three.

* Use the competency outcome map from week one as the agenda
* Ask what they are still finding themselves asking other people for help with — these are your

content gaps
* Adjust week-three content plan based on what you find

Where most organizations fall short: Most organizations run their first formal check-in at 30 or 60 days.
By then, the problems are expensive. Week-two check-ins surface them while they are cheap to fix.

Week 2 checklist

[1 Week-one competency review completed before new week-two content is introduced
[] Cross-functional context delivered with explicit impact framing

[1 First formal check-in completed using the week-one competency map

[] Content gaps identified from check-in and flagged for adjustment

[] Manager procedural dependency measurably lower than week one

learninghub.pk Page 4



LEARNING HUB - 30-Day Onboarding Acceleration Playbook Confidential

Week 3: Days 15-21: Independence and application

FOCUS: The third week is where the fastest-onboarding organizations pull away from the pack. The
goal is supervised independence — the new hire is doing real work, with a safety net that is getting

smaller.

Move from supervised tasks to independent tasks with review

The new hire should be completing real work outputs by week three. Their manager reviews

the output, not the process.

Assign work that produces a real output: a completed transaction, a client interaction, a report, a

processed workflow
* Review the output quality, not whether they followed the steps correctly

If output quality is low, diagnose whether it is a knowledge gap, a confidence gap, or a process
gap — each has a different solution

Where most organizations fall short: Organizations that keep new hires in observation mode through
week three produce people who are confident watching but not confident doing.

Introduce compliance and edge-case content now
Counter-intuitively, compliance content lands better in week three than week one. The new
hire has enough context to understand why it matters.

Connect every compliance requirement to a real scenario the new hire has already encountered

or could encounter
Avoid policy recitation — cover the decisions they will actually need to make and how to make

them correctly
Document completion and comprehension separately — a new hire can complete a module

without understanding it

Reduce the formal support structure deliberately
Extending high-touch support past week three creates dependency rather than capability.
The reduction should be gradual and planned.
* Move from daily to twice-weekly check-ins with the procedural contact
Communicate this change explicitly: 'From this week you are operating independently — here is

where to find answers when you need them'
Track whether the new hire is self-resolving procedural questions or still escalating them

Week 3 checklist

[1 New hire completing real work outputs independently (with output review, not process review)

[1 Compliance and edge-case content delivered in scenario-based format
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[1 Formal support structure reduced from daily to twice-weekly
[] New hire aware of self-service resources and using them

[1 Output quality review completed and documented

Week 4: Days 22-30: Measurement and embedding

FOCUS: The final week of the accelerated onboarding period is about locking in what has been built
and establishing the habits that will compound over the following months.

Run a structured 30-day competency review
Return to the original outcome map from day one. Score each competency against observed

performance, not self-report.

* Rate each competency: independent / needs support / not yet demonstrated

* For anything rated 'needs support', identify the specific gap and assign a targeted learning action
® Share the full picture with the new hire — transparency about where they stand builds trust and
accelerates the final gap closure

Where most organizations fall short: Most 30-day reviews are morale conversations, not performance
assessments. The fastest-onboarding organizations use them as structured gap-closing sessions.

Establish the ongoing learning rhythm before formal onboarding ends
The shift from onboarding to ongoing learning is where most organizations create a cliff. One
day there is structure; the next, nothing.

* Introduce whatever ongoing learning resource the organization uses — and make sure the new

hire knows how to use it
® Seta 60-day and 90-day checkpoint in the calendar before the 30-day period ends

* |f there is no ongoing learning infrastructure, this is the moment the gap becomes visible — and
costly

Capture onboarding data and close the feedback loop
The new hire's experience is the best signal you have about where your onboarding process
is strong and where it leaks.

® Collect structured feedback: what was clear, what was confusing, what was missing, what was

redundant
* Map feedback to specific content and process elements — not to overall satisfaction scores

* Feed this data back into the next cohort's onboarding plan before it begins
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Week 4 checklist

[]
[]
[]
[]
[]

30-day competency review completed against original outcome map

All 'needs support' gaps identified and targeted learning actions assigned
Ongoing learning rhythm established before formal onboarding period closes
60-day and 90-day checkpoints scheduled

Structured feedback collected and mapped to specific content and process elements
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Gap analysis: where your process leaks productivity

Score your organization against each dimension below. Be honest — this is for internal use.
The gaps you identify here are the gaps a managed learning infrastructure is built to close.

Dimension
SOP-to-training coverage

Time from hire to day-one
readiness

Manager dependency for
procedural Q&A

Compliance documentation and
audit trail

Retention of learning at 30/ 60 /
90 days

Brand consistency across
locations/teams

Reporting visibility for L&D
leadership

Current state Target state

Owner | next action
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What a managed learning infrastructure changes

Everything in this playbook is achievable without a managed learning partner. Organizations do
it — and the ones that do it well have usually spent 12 to 18 months building the infrastructure,
creating the content, and iterating until it works.

The guestion is not whether it can be done. It is whether your L&D team has the capacity to
build it, maintain it, and keep it aligned to your SOPs as your business changes.

Learning Hub takes end-to-end ownership of this infrastructure — content design, platform
deployment, ongoing management, and performance reporting. We go from contract to live
environment in 4 to 8 weeks. Your team does not touch a platform setting.

Without managed learning With Learning Hub
6-10 weeks to independent productivity 3-4 weeks to independent productivity
Managers fielding procedural questions for 60% fewer support queries in month one

months

Generic content that does not reflect your SOPs Content built against your actual processes

Compliance gaps discovered in audits Compliance status visible and managed in real
time

L&D team rebuilding content every time a Content updated by Learning Hub as SOPs

process changes evolve

We do not give you software or courses.
We give you a workforce that keeps pace with your business — and the evidence to

prove it.
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