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Apply  an  Equ i ty ,  D ivers i t y ,  and  Inc lus ion  Lens
Incorporate  feedback  f rom your  team
Inves t  the  t ime
Whenever  poss ib le ,  share  the  onboard ing  t ime  commitment  w i th  the  res t  o f  your  team
Communicate  o f ten

B E S T  P R A C T I C E S

I n  a l l  communica t ion  l ead ing  up  to  the

Whenever  in -person  meet ings  occur ,  have  a
copy  ava i l ab le

in te rv iew ,  dur ing  the  in te rv iew ,  o f fe r ,
negot i a t ions ,  ensure  tha t  your
organ i za t ions ’  po l i c i es  and  va lue  s ta tements  a re
re i te ra ted .

 

In  a l l  communica t ion  l ead ing  up  to  the

In  advance  of  any  ca l l s /meet ings ,  send a
copy  in  advance  to  the  candidate

i n te rv iew ,  dur ing  the  in te rv iew ,  o f fe r ,
negot i a t ions ,  ensure  tha t  your
organ i za t ions ’  po l i c i es  and  va lue  s ta tements
are  re i te ra ted .

Pre-start Day
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I n -P e r s o n  O n b o a r d i n g V i r t u a l  o n b o a r d i n g  
S u g g e s t e d  a d a p t a t i o n s  b o l d e d

As  soon  as  they  s ta r t  ( eg  9 :30am on  Monday ) ,
i n t roduce  your  new team member  to  the
team,  and  have  an  in -depth  Or ien ta t ion
sess ion .  Whenever  poss ib le ,  i nc lude  a  wr i t ten
manua l  o r  summary  o f  key  po in ts .
Ass ign  the i r  buddy  (wh ich  may  be  yourse l f ) ,
and  recommend tha t  the  buddy  se t  up  regu la r
check - ins  fo r  add i t iona l  i nput  on  the
employee  onboard ing  progress  or  any  o ther
organ i za t iona l  ques t ions
La ter  in  the  day  or  tha t  week ,  c i r c le  back  to
the  new team member  to  see  i f  they  have  any
ques t ions  about  the  Or ien ta t ion ,  now tha t
they  have  had  some t ime  to  th ink  about  i t

 

Send an  Or ientat ion  Manual  or  Summary
of  Key  Points  in  advance,  so  the  new
team member  can  acquaint  themselves
with  the  organizat ion  and be  prepared
with  any  quest ions .
Introduce  your  new team member  to  the
team v ia  emai l  or  in  a  general  chat
channel .
As  soon as  they  start  (eg  9 :30am on
Monday) ,  have  a  1 :1  meet ing  (or  inc lude
key  team members)  to  rev iew the
Orientat ion  manual ,  focus ing  on
organizat ional  cu l ture ,  team
relat ionships ,  and  other  i tems that  may
be d i f f i cu l t  for  someone new to  p ick  up
in  a  v i r tual  sett ing .

EG:  We real ly  l ike  us ing  emoj is  here  in
our  chat  (or  the  oppos i te ,  i f  that  i s  the
case) .

Ass ign  the i r  buddy  (wh ich  may  be  yourse l f ) ,
and  recommend tha t  the  buddy  se t  up
regu la r  check - ins  fo r  add i t iona l  i nput  on  the
employee  onboard ing  progress  or  any  o ther

On the first day
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C o n c l u s i o n :  C a s e  S t u d i e s

At  Mosa i c ,  we  exper ienced  v i r tua l  onboard ing  ac ross  a l l  o f  our  ac t i v i t i es .  I n  c los ing ,  some o f  our
team leads  shared  the  fo l low ing  feedback  o f  what  went  we l l ,  cha l l enges  they  exper ienced ,  and
propose  some so lu t ions .
 
 

Coord ina te  a  casua l  g roup  event  to  promote
teambu i ld ing  (eg  lunch  &  learn ;  a f te r -work
soc ia l ;  a t tend  an  ex terna l  event )

 

Coordinate  a  casual  group event  to
promote  teambui ld ing  (eg  lunch  &  learn;
attend an  external  event  &  shareback;
watch  party ;  book  c lub)

Within the first week/month

I n -P e r s o n  O n b o a r d i n g V i r t u a l  o n b o a r d i n g  
S u g g e s t e d  a d a p t a t i o n s  b o l d e d

The i r  f i r s t  t ask  shou ld  be  to  se t  some sma l l -
med ium-and  long - te rm goa l s  re la ted  to  the i r
ro le  and  pro fess iona l  deve lopment  (eg :
comple te  phase  1  o f  p ro jec t ;  ge t  to  know the
Board ;  comple te  1  success fu l  event ) .  Ass i gn
th i s  task ,  and  rev iew  the i r  goa l s  the  fo l low ing
day .

Take  notes  or  requ i re  the  goa l s  to  be
submi t ted  in  wr i t ing .  
A f te r ,  have  week l y  o r  b i -week l y  check - ins  to
rev iew  the  goa l s .  Share  notes  on  the
progress .

Check  in  regu la r l y  ou ts ide  o f  meet ings  (da i l y ;
week l y )  to  see  how they  a re  se t t l i ng  in  and
in i t i a te  conversa t ion  w i th  o ther  team
members .

I t  may  be  “ sma l l  t a l k ”  o r  a  more  in tent iona l
ac t i v i t y  –  even  a  da i l y  “ good  morn ing ,  how
are  you ”  can  go  a  long  way .

Check  in  w i th  the  buddy  to  see  i f  they  requ i re
any  suppor t

 

The i r  f i r s t  t ask  shou ld  be  to  se t  some sma l l -
med ium-and  long - te rm goa l s  re la ted  to  the i r
ro le  and  pro fess iona l  deve lopment  (eg :
comple te  phase  1  o f  p ro jec t ;  ge t  to  know the
Board ;  comple te  1  success fu l  event ) .  Ass i gn
th i s  task ,  and  rev iew  the i r  goa l s  the  fo l low ing
day .  After ,  have  weekly  or  b i -weekly
check- ins  to  rev iew the  goals .

Take  notes  or  requ i re  the  goa l s  to  be
submi t ted  in  wr i t ing .
A f te r ,  have  week l y  o r  b i -week l y  check - ins
to  rev iew  the  goa l s .  Share  notes  on  the
progress

Check  in  regu la r l y  (da i l y ;  week l y )  to  see  how
they  a re  se t t l i ng  in  and  in i t i a te  conversa t ion
w i th  o ther  team members .

I t  may  be  reserv ing  the  f i rst  5 -10
minutes  of  a  meet ing  to  chat  and
connect ,  or  sending  messages  v ia  your
team chat  channel  –  s tart ing  every
meet ing  by  checking  in  with  a l l
members  can  go  a  long  way.

Check  in  w i th  the  buddy  to  see  i f  they
requ i re  any  suppor t

For the first period

Case #1: Next Generation Program Facilitators

With  thanks  to  E r i ca  A l tomare ,  Nex t  Genera t ion  Program Coord ina tor ,  fo r  p rov id ing  th i s  feedback :
 
“ The  Nex t  Gen  t eam was  h i r ed  j u s t  be fo r e  COV ID -19 .  The re fo r e ,  t hey  had  neve r  me t  i n  pe r son  o r  had
any  con tac t  w i th  the  Mosa i c  t eam as ide  f rom the i r  i n t e r v i ews .  Th i s  un ique  s i t ua t i on  mean t  tha t  we
neve r  r ea l l y  “ t rans i t i oned ”  on l i ne  bu t  i n s t ead  go t  s ta r t ed  as  a  t eam on l i ne .  Th i s  l ed  to  a  r e - th ink ing
and  imag in ing  o f  wha t  “on -board ing ”  l ooks  l i k e  and  wha t  i t  means  to  j o in  a  t eam or  o rgan i za t i on .
What  shou ld  r ep lace  the  o r i g ina l l y  p lanned  fac i l i t a t i on  t ra in ing  week ,  we l come  lunch  and  o r i en ta t i on
packages ?
 
Succe s se s  i n c lude  the  f l e x ib i l i t y  o f  t he  t eam;  ava i l ab l e  r e source s ;  co l l abora t i v e l y  r e - th ink ing  “work ”
and  in fo rmat ion  shar ing ;  and  o rgan i za t i ona l  s t ruc tu re  and  po l i c i e s .
 
Cha l l enges  i n c lude  ‘ r ead ing  the  room ’  w i thou t  acce s s  to  body  l anguage  and  o the r  non - ve rba l
commun i ca t i on ;  f a c i l i t a t i ng  f rom the  bo t tom-up  ( f e e l i ng  l e s s  co l l abora t i v e  when  l ead ing  on l i ne
t ra in ing  s e s s ions ) ;  bu i l d ing  rappor t ;  a c ce s s ib i l i t y  and  equ i t y  ( i n c lud ing  accommodat ing  d i f f e r en t
l ea rn ing  s t y l e s  and  gaps  i n  t e chno logy  l i t e racy .  
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What  i s  mos t  impor tan t  to  me  dur ing  th i s  t ime  has  been  the  l eade r sh ip  s k i l l s  o f  my  supe r v i so r  and
the  Mosa i c  I n s t i t u t e ’ s  po l i c i e s .  Work ing  i n  an  env i ronmen t  whe re  I  have  au tonomy  and  space  to
o rgan i z e  my  own  t ime  r ea l l y  he lp s  me  f e e l  owner sh ip  ove r  the  p ro j e c t s  I  am work ing  on  and  f e e l
va lued  by  the  o rgan i za t i on  I  work  fo r ,  de sp i t e  a l l  o the r  unce r ta in t i e s .  When  your  emp loyee s  f e e l  a s
though  they  a r e  t ru s t ed ,  I  be l i e v e  they  f e e l  more  r e spons ib i l i t y  i n  the i r  ro l e . ”
 
Case #2: UofMosaic Fellowship Program

With  thanks  to  O lga  Osmush ina ,  Uo fMosa i c  P rogram Coord ina tor ,  fo r  p rov id ing  th i s  feedback :
 
“ The  Uo fMosa i c  p rog ram br ings  toge the r  F e l l ows  f rom ac ros s  Canada .  Fo r  u s ,  because  the  p rog ram i s
a l r eady  r emote ,  t he  ma in  ques t i on  tha t  we  needed  to  answer  was  no t  how  to  manage  the  p rog ram
remote l y ,  bu t  how  to  manage  i t  du r ing  the  pandemic .  
 
Succe s se s  i n c lude  r e s t ruc tu r ing  the  p rog ram and  manag ing  to  s t i l l  ho ld  some  o f  the  o r i g ina l
de l i v e rab l e s  on l i ne .  
 
Cha l l enges  i n c lude  d i f f e r en t  r eac t i ons  to  COV ID -19 ,  and  the  impac t  on  s chedu l i ng .  
 
Di f f e r en t  peop l e  dea l  w i th  s t r e s s  d i f f e r en t l y .  We  usua l l y  know  wha t  our  t eam can  hand l e  o r  no t  unde r
norma l  c i r cums tances .  Howeve r ,  unexpec t ed  s t r e s s fu l  c i r cums tances  can  change  the  way  one  dea l s
w i th  s t r e s s  and  the  l e v e l  o f  one ’ s  p roduc t i v i t y .  Commun i ca t i on  i s  k ey ,  so  i t  he lped  to  have  an
env i ronmen t  whe re  e ve r yone  f e e l s  l i k e  they  can  share  the i r  i deas  and  conce rns  f r e e l y .  I t  i s  eas i e r  t o
suppor t  o the r s ,  when  you  your se l f  f e e l  suppor t ed .  Know ing  tha t  you  have  the  suppor t  o f  your
supe rv i so r  dur ing  the  pandemic  –  tha t  a sk ing  fo r  he lp  i s  encouraged  and  tha t  they  w i l l  unde r s tand
when  p lans  change  –    makes  i t  ea s i e r  f o r  you  to  he lp  and  p rov ide  suppor t  t o  o the r s .  Know ing  your
program we l l  i s  a l so  v e r y  impor tan t ;  unde r s tand ing  wha t  w i l l  be  f eas ib l e  he lp s  you  to  s tay  ca lm and
make  i n fo rmed  dec i s i ons  r egard ing  appropr ia t e  changes  to  the  p rog ram. ”

COVID-19  resources  fo r  the  nonpro f i t  and  char i tab le  sec tor
York  Un i vers i t y  Inc lus ion  Lens
Tech  Soup  Canada :  Donated/d i scounted  techno log ies

 

R e s o u r c e s

Rache l  Manse l l  i s  V i ce  Pres ident ,  Opera t ions ,  a t  The  Mosa i c  Ins t i tu te ,  a  “ th ink  and  do  tank ”  ded i ca ted
to  br ing ing  peop le ,  communi t i es ,  and  na t ions  toge ther  to  advance  p lura l i sm and  reduce  con f l i c t .
Rache l  i s  a  de ta i l  o r ien ted ,  peop le - focused  s t ra teg i s t  w i th  a  pass ion  fo r  he lp ing  o thers  ach ieve  the i r
persona l  and  pro fess iona l  deve lopment  goa l s .  Her  in te res t  in  con f l i c t  reso lu t ion  prac t i sed  through
the  l enses  o f  human  r i gh ts ,  d i ve rs i t y ,  and  inc lus ion  has  l ed  her  to  a  ca reer  work ing  w i th  d i verse
communi t i es  in  the  not - fo r -pro f i t ,  pub l i c ,  and  pr i va te  sec tors  in  both  Canada  and  the  UK .  
Connec t  w i th  Rache l  a t  rm@mosa ic ins t i tu te . ca  or  f i nd  out  more  a t  www.mosa i c ins t i tu te . ca .

About the Author
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Get in touch:
2 Bloor St W, PO BOX 100
Toronto ON, M4W 3E2
416 644 6000 (EXT 680)

info@mosaicinstitute.ca
mosaicinstitute.ca
@MosaicInstitute

http://mosaicinstitute.ca/
https://charityvillage.com/covid-19-resources-for-the-nonprofit-and-charitable-sector/
https://inclusionlens.yorku.ca/
https://www.techsoupcanada.ca/en
http://mosaicinstitute.ca/
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