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Stakeholders

up



across



down



(Former*)



Message

Platform for change


vision



call to action



Headline



Fuzzy Front End

personal set-up



jump-start learing



Pre-start Stakeholder Conversations

Live



Phone



Announcement Cascade



Day One



First Week



Key Events

burning imperative (by day 30)


milestones (by day 45)


Early Wins Plans (by day 60)


Team Roles (by day 70)


Communication Steps


· If promoted from within

Instructions

Stakeholders: Fill in the names/titles of the few most critical stakeholders

Up: your boss, his or her boss, and any other people that can tell you what to do

Across: internal peers, external and internal customers, external and internal suppliers

Down: direct reports, perhaps some indirect reports

Former: (if promoted from within) up, across, down stakeholders from former role

Message:
Platform for change:  The things that will make your audience realize they need to do something different than what they have been doing.  (e.g. ice melting underneath polar bears)

Vision: Picture of a brighter future – that your audience can picture themselves in

(e.g. play on ice that is covering land instead of water)

Call to action: Actions the audience can take (e.g. swim from the melting ice flow to the land)

Headline:   The short phrase that conveys the essence of your message.  (Should fit on a bumper sticker.)
Fuzzy Front End:  Clarify next steps

Personal set up:  things to get family set (if moving) and basic office accommodations like computer, phone, passwords

Jump-start learning: information to gather and digest

Pre-start Stakeholder Conversations:
Meet live in advance:  the most critical stakeholders to meet with live before day one

Phone calls in advance:  others to contact by phone before day one

Announcement Cascade: (if promoted from within) who hears what, when, how, in advance of announcement; how announcement is made; who hears what, when, how after announcement

Day One:  Specific actions for day one.  Who meet with, when, what forum.  What signals to send/how to reinforce message (see above)

First Week(s):  other actions

Key Events: how you’re going to create a high performing team:

Burning Imperative: most likely a workshop; though a consultative approach works too
Milestones: kick-starting your operational process (can use whatever you’re used to)
Early Wins: must identify in first 60 days in order to deliver by end of six months
Roles: pick date to make decisions about your team (then implement over time)
Communication: other critical communication steps
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ONBOARDING


 Tool 7.1


Personal Onboarding Plan












This form is described in Onboarding by George Bradt and Mary Vonnegut and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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