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[bookmark: _Toc177550522]Purpose
	
The purpose of this Onboarding Handbook is to provide a comprehensive guide to the onboarding process at Silverman Law office. It serves as a standard operating procedure to ensure a smooth transition for new employees by offering a clear and consistent framework. This handbook helps new hires acclimate to the company's culture, values, and work environment, ensuring they understand their roles and responsibilities from the outset. By providing uniform guidance, the handbook aims to enhance productivity, support employee development, and foster communication and collaboration across all departments. Additionally, it ensures that all new employees are informed about company policies, legal requirements, and safety procedures. Ultimately, this handbook is designed to equip new employees with the knowledge and tools they need to succeed and contribute effectively to the company's mission and goals.
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Offer Letter and Letter of Expectations
· Offer Letter & Letter of Expectations Drafted by COO or Office Manager
· Should include a comprehensive explanation of pay and benefits
· Offer Letter reviewed by CEO

Welcome Package
· Mailed 2 days after the Offer Letter is accepted
· Consists of the following
· A personalized letter hand-signed by their direct supervisor (Below this section)
· Silverman Law Office Personal Book
· Silverman Law Office Pen
· First day snacks (refenced in the letter)
· K-Cup Coffee
· Small Piece of candy

Personalized Letter
[Date]
Dear [New Employee's Name],

Welcome to the team!

We are thrilled to have you join us at Silverman Law Office. From the moment we met, it was clear that you embody the values and spirit that drive our success, and we couldn't be more excited to see the impact you'll make.

At Silverman Law office, we take great pride in our team, and we’re dedicated to fostering an environment where every member feels valued, supported, and empowered to reach their full potential. Your skills, experience, and passion make you a perfect fit, and we’re confident that you’ll thrive here.

To help you get started, we’ve put together this welcome package as a small token of our excitement and appreciation. Inside, you’ll find a few items that we hope will make your transition into our team even smoother. Please know that we are here to support you every step of the way.

Your journey with us is just beginning, and we can’t wait to see all the amazing things you will achieve. We are confident that together, we will continue to build something truly special.

Once again, welcome aboard! If you have any questions or need anything at all, don’t hesitate to reach out. We’re here for you, and we’re so glad you’re here with us.

I included a couple items to get you through the first day! Looking forward to growing with you!

Warmest regards,


[bookmark: _Toc177550524]Onboarding Preparation

Onboarding preparation is the phase in which the Office Manager prepares for the arrival of the new team member. There are numerous things that need to happen prior to the start date, with different deadlines. This checklist will be utilized for every new hire, then reviewed/approved by the COO or CEO. 

***Do not check until received/completed/verified***

Immediately
· Offer Letter Accepted
· Affirmation Package Sent (2 Days Later)
· Identify the following, or purchase if not on hand
· Computer
· Docking Station
· Desk Phone
· Keyboard
· Mouse
· Desk
· VeriDesk
· Chair

4 Weeks prior to start date
· Prepare Onboarding and Orientation Schedule for new hire
· Office Manager will schedule:
· Daily Deadlines:
· Office Manager Daily Meeting: 15-minute meetings at the end of the day
· Mentor Daily Check- In’s: 15-minute meetings
· First Two-Week Deadlines:
· COO Check in at the end of the week for the first two weeks
· 10- Day Deadlines for Joel:
· Goals, Strengths & Weaknesses
· 10- Day Deadlines for COO and Marketing Manager:
· Your “Why” bio for SLO website
· Your short bio for Silverman Standard
·  Network and Marketing Plan
· Book Review Deadlines for Office Manager:
· Required book review end of 1st Week- Required Book QBQ!
· Required book review end of 3rd Week – Required Book 5 Dysfunctions of a Team
· Required book review end of 5th Week - Required Book- The Ideal Team Player
· Required book review end of 2nd Month – Required Book – Who
· 30 -, 60-, and 90-Day Deadlines for Office Manager:
· New Hire Development
· Billable Hour Requirements
· Engaging with team
· Feedback from new hire
· Additional training maybe required.
· Team Lunch with new hire

· Get ISM (IT Company) the computer to install the following
· Computer setup and logged in
· MS365 Account and Applications Set Up
· All Calendars Shared 
· Added to Email Groups (Directed by Office Manager)
· Smokeball Installed
· Adobe Acrobat Pro Installed
· Adobe Acrobat Pro License Setup
· Zoom Installed
· Zoom Basic License (Free) provided for support staff
· Zoom Pro License (Paid) provided for Attorneys
· DropBox Installed
· DropBox Logged into and SLO files downloaded
· DropBox Added to Computer Quick Access Files Section
· 3CX Softphone Installed and Logged In
· New User Logins Provided to the Office Manager for:
· Computer, Adobe, MS365, Zoom, 3CX, DropBox

2 Weeks Prior To Start
· Calendar Review/Approval with CEO or COO for the week before start
· Ensure you’ve received the computer back from ISM
· Verify everything is logged in already
· Verify the computer functions on docking station/screens provided
· Add Smokeball User
· Activate the user
· Enter their all in Estimated Annual Cost
· If Legal, enter their billable rate
· Log in on the new team member’s computer so it downloads necessary files
· Stevie
· Printer/Scanner Setup
· Fax Setup, if applicable
· Send new team member
· DiSC Email
· Prepare the following
· New Hire Paperwork
· I9
· IRA
· Health/Vision/Dental
· 1st Day Gifts
· Water flask
· Coffee travel mug
· Silverman hat
· Silverman notebook
· Required Books
· QBQ!
· The Ideal Team Player
· Five Dysfunctions of a Team
· The Who
· Schedule Headshot with Floating Leaf
· Firm Signature Block Setup
· Email the new team member about what to expect the first day, location, parking, attire expectation, and Onboarding and Orientation Schedule. 

One Week Prior
· Conduct Review of the New Hire Checklist with CEO or COO
· Talk to Mentor about their responsibilities 
· Verify Meal Plan for Day-1 Luncheon 
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Week 1 
· Facility tour
· Introduction to co-workers
· Review Employee Handbook, Procedures and Paperwork
· New team member should get the marketing plan from the COO
· Received gift bag
· Initiate orientation/onboarding schedule

Week 2

Office Manager should have already schedule meetings with new hire, COO and the new hire, and Mentor and the new hire. Please see “2 Weeks Prior To Start”.

· Must eventually be signed by new team member
· Acknowledgement of Handbook signed and stored in employee file (This will not be done until all book reviews are completed).
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The offboarding process starts upon the notice of resignation or termination of a team member. The purpose for this section is to mitigate client fallout, create a plan for transference of working knowledge and active tasks, and ensure all administrative tasks are completed. 

[bookmark: _Toc177550527]Resignation with notice

· Immediately upon receipt of the notice
· Schedule a 15-minute meeting with the appropriate leadership
· CEO, COO, Office Manager
· Office Manager drafts a response (Appendix B) to the employee – Sent within 24 hours
· In this response, identify another key employee(s) who will be taking the tasks from the exiting team member. It will have a scheduled meeting to occur within the first week, to discuss all the clients, pending tasks, and processes (training, if necessary). The outgoing team member is to have the following instructions:
· Calendar the meeting with key personnel (Office manager and designated teammates)
· Have outgoing team member to prepare a spreadsheet of all active clients, with information about the following
· Stage of the matter
· Payment status of the client
· Work that has been done
· Work that still needs to be done
· Priority of work, based on what is known at that time
· CEO draft a response to notify the team – Sent within 72 hours
· COO Scheduled an Exit Interview including outgoing team member, COO, CEO, and Office Manager – Occurs within the first week

[bookmark: _Toc177550528]Mandatory Follow Up Meetings

· Client Handoff Meeting
· The outgoing team member, Office Manager and teammate(s) taking cases will attend this meeting to ensure it covers all of this.
· In this meeting, you will discuss each client, one by one. No assumptions.
· Matter and key stakeholders for each
· Stage of the matter
· What has been done
· What needs to be done / next steps
· Any deadlines
· Who is assigned as the new responsible team member 
· For certain tasks (Attorney and/or Paralegal)
· For the entire matter (attorney)
· Following this meeting, the outgoing team member will continue to be available to support the team members, answer questions, and complete tasks to ensure all relevant information is distributed.
· The outgoing team member will complete all Substitution of Counsel for the new attorney to review and sign, if applicable.

· POST Handoff Meeting Follow ups
· Team members taking over the case will conduct a single “Kickoff Meeting” early the next week to make sure there is a task/deadline for each client to be contacted and informed of the change.
· This is a short opportunity to make sure there is alignment and clear follow-up tasks following the handoff of clients.
· The paralegal (or attorney) on this kickoff meeting will communicate with all clients before the end of the week, that they (introduce new legal team members) will now be assisting in their case.

· Exit Interview (Conducted the Day Before Final Day of Employment)
· Office Manager, CEO and COO will ask the following questions
· [bookmark: _Hlk177550449]Reason for leaving the firm?
· How would you describe the team culture?
· Was the team supportive of you during your tenure?
· What, specifically, are areas for improvement that you feel could benefit future team members?

[bookmark: _Toc177550529]Administrative Tasks for Offboarding

· 72 Hours prior to final day of employment
· Office Manager will notify IT of the anticipated exit day of the employee
· Ensure emails are forwarded to designated employee(s)
· Ensure an auto-response is setup, noting the team member no longer works here, that the email is monitored, and will be redirected to the appropriate legal team.

· Before the close of business on final day
· The Office Manager will notify IT that the employee’s access to all systems should cease. 
· Office Manager will DOUBLE CHECK ALL ACCOUNTS
· MS 365
· Zoom
· Adobe
· Smokeball Active License
· Thomson Reuters 
· 3CX
· DropBox
· Collect the computer from the employee
· Inactivate any necessary keys/codes
· Notify Matador to ensure the employee’s content is removed from the website
· Notify FloatingLeaf Photography that new photos are needed
· Explain who left and what photographs need altered
· Jesse will post new photos to our media when received
· Office Manager is to notify Paychex of the employees’ final day and details for final paycheck

[bookmark: _Toc177550530]Appendix A

· The Office Manager will create a tailor-made onboarding schedule to include each team member’s training. An \Word.doc example of an onboarding schedule is located at Silverman Law Office, PLLC\2. Human Resources\Office Procedures\Internal Training Program\Orientation and Onboarding Schedules.
· Highlighted portions are subjected to change.


Silverman Orientation and Onboarding Schedule for New Hire

Day 1: (Monday, August 12, 2024)- Helena Office

· 8:00-8:15 	Meet with Office Manager (Helena Location Only)
· [bookmark: _Hlk164423488]Go over Monday Morning Meetings
· Give Gift Bag: QBQ/The IDEAL TEAM PLAYER/The FIVE DYSFUNCTIONS of a TEAM.
· Kudos
· Successes
· Challenges for the week ahead

· 8:15-9:00	Monday Morning Meeting
· Meet the SLO Team

· [bookmark: _Hlk164423547]9:00-10:00      Welcome to SLO Office Tour with Office Manager (Helena Location Only)  Receptionist would do Bozeman’s
· [bookmark: _Hlk174011302]Include introduction to Multistate Tax Resources. (Helena Location Only)
· Go through the computer and locating files, opening mitel, onboarding clients.

· 10:00-11:00 	Meet with Office Manager (Drop Box)
· [bookmark: _Hlk164423784]Introduction and Review of Silverman Law Office Handbook and Smokeball Client Procedure
· Silverman Law Office, PLLC\2. Human Resources\Handbook\_2019 SLO Handbook.docx"

· Silverman Law Office, PLLC\2. Human Resources\Office Procedures\Procedure Binder\_Client Procedures.docx"

· 11:00-12:00  	Meet with COO
· [bookmark: _Hlk164424202]“About Me” from my folder
· SLO Brand Toolkit: Silverman Law Office, PLLC\5. Marketing\Branding - SLO Official\SilvermanLaw_ToolkitStyleGuide_060623.pdf"
· Networking Spreadsheet: “Silverman Law Office, PLLC\5. Marketing\_Networking Spreadsheets”
· New Hire Assignment: "Silverman Law Office, PLLC\5. Marketing\_Networking Spreadsheets\New Hire Assignment.docx"
· Billable Hours: "Silverman Law Office, PLLC\2. Human Resources\Office Procedures\Procedure Binder\Old Client Procedures\33. Billable Hours.docx"
· Teach about SLO process
· Marketing Training & Expectations: "Silverman Law Office, PLLC\2. Human Resources\Office Procedures\MOU 2023\APPROVED\MOU 23-3 Onboarding Marketing Plans.docx"

· 12:00- 1:00	Lunch with Mentor, Team Member

· 1:00-1:30 	Review Smokeball Foundations: Basic and Essential Training
· https://support.smokeball.com/hc/en-us/articles/5985249750935-Foundations-Basics

· https://support.smokeball.com/hc/en-us/articles/5985318059799-Foundations-Essentials

· [bookmark: _Hlk161022708]1:30-2:00	Meet with Dylan Gallagher 
· [bookmark: _Hlk174011686]Go over Practice Areas; Get to Know Dylan

· 2:00-3:00	Meet with Stevie Thomas 
· [bookmark: _Hlk164424672][bookmark: _Hlk160797132]Go over Reception, Timekeeper reports, ISM, Mitel, Mail

· 3:00-4:00	Meet with Ronda Middlemas
· [bookmark: _Hlk164424892]Go over Annual Reports, Billing, Business numbers, Flat Fee schedule, Matters Complete, and Go over forms for Company Formations and Guardianships 

· 4:00-5:00	Set Up Office
· Make sure your computer and monitors work
· Get with Stevie for any IT issues
· Set up and Decorate Office 

Day 2: (Tuesday, August 13, 2024)- Helena Office

· 8:00-10:00	Review Smokeball Client Procedures (Dropbox)
· Silverman Law Office, PLLC\2. Human Resources\Office Procedures\Procedure

· [bookmark: _Hlk160797228]10:00-11:00 	Catch yourself up
· Time to catch up on Handbook, Practice Navigating Smokeball, or QBQ Book 

· 11:00-12:00	Begin Drafting Marketing Plan
· Marketing Plan- Leadership

· 12:00-1:00 	 Lunch

· [bookmark: _Hlk164429914]1:00-1:30	Meet with Grant Dickson (TEAMS)
· [bookmark: _Hlk174012707]Go over Practice Areas; Get to know Grant

· 1:30-2:30	Meet with Hannah Moore (TEAMS)
· [bookmark: _Hlk161062664]Go over Liquor and Gaming

· 2:30-3:30	Meet with Heather McCracken
· [bookmark: _Hlk174013272]Go over Water Rights, Probates forms, Out of State Filings, Real Estate Forms, Representing an Heir in a Probate.

· 3:30-4:30	Meet with Sebastain Ramirez (TEAMS)
· [bookmark: _Hlk164430180]Go over Intakes Process

· 4:30-5:00	Read Required Book QBQ!

Day 3: (Wednesday, August 14, 2024)- Helena Office 

· [bookmark: _Hlk161062126]8:00-10:00 	Review SLO Brand (Drop Box)
· Silverman Law Office, PLLC\5. Marketing\Branding - SLO Official\Silverman Law Strategy.pdf

· [bookmark: _Hlk161062522]10:00-12:00	Create your Bios
· Create quick bio for SLO Newsletter and create your “WHY” bio for website

· 12:00-1:00	Lunch

· [bookmark: _Hlk164426750]1:00-2:00	Review Annual Training (Drop Box)- Take out (Include Shalee Fisher)- Litigation
· Silverman Law Office, PLLC\Human Resources\Annual Training\2024\Annual Training 2024.word
· Please review the whole annual training document including the Dava/Shalee Sections. 

· 2:00-3:00	Catch Up
· Time to catch up on Handbook, Smokeball Client Procedures, Bios, Articles, SLO Brand, Marketing Plan

· 3:00-4:45	Read Required Book QBQ!

· 4:45-5:00	Meeting with Office Manager
· Daily Review

Day 4: (Thursday, August 15, 2024)- Helena Office

**Tailored to the new hire’s individual training**

· 8:00-10:00	Meeting/Training with Shalee Minton
· Go over Deposit Procedure
· Process Deposits
· Talent Acquisition
· Aged AR Procedure
· Refund Procedure


· 10:00-10:30	Meet with Chris Walker 
· Go over Practice Areas; Get to Know Chris

· 10:30-12:00	Catch Up
· Time to catch up on Handbook, Smokeball Client Procedures, Bios, Articles, SLO Brand, Marketing Plan
	
· 12:00-1:00	Lunch

· 1:00-2:00	Meet with Jesse Chaney
· Train on Marketing and Intakes; go over PCLC; Discuss networking

· 2:00-3:00	Meet with Joel Silverman 
· [bookmark: _Hlk160782082]Get to know your CEO, go over strengths and weaknesses, personal and professional goals, working with your boss.

· 3:00-4:00	Meeting/Training with Office Manager
· Go over Talent Acquisition Process
· What are we looking for?
· Responses to Talent Acquisition Acquirers
· What her responsibilities will be

· 4:00-5:00	Read Required Book QBQ!

Day 5: (Friday, August 16,2024)- Annual Training

· 8:00-6:00	Please follow the Annual Training Schedule

Other Important Dates

Monday, August 19, 2024
· 1:00-1:30	Meet with Heather McCracken (TEAMS)
· [bookmark: _Hlk160797406][bookmark: _Hlk174021671]Go over Estate Planning, Guardianship and SLO Estate Planning Gift Bags

Monday, August 19, 2024
· 1:30-2:00	Meet with Tony Dalton (TEAMS)
· [bookmark: _Hlk161022513]Go over Practice Areas; Get to Know Tony

[bookmark: _Hlk160797320]Monday, August 19, 2024
· 2:00-2:30	Meet with Cody Townsend (TEAMS)
· [bookmark: _Hlk174019021]Go over Practice Areas; Get to Know Cody
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***A copy of the company grievance procedure should be attached to this letter***
Dear [Employee Name],
This letter serves to confirm that your employment with Silverman Law Office will conclude on [Last Day of Employment]. We want to take this opportunity to thank you for your contributions during your time with us and to provide important information regarding your departure.
INSURANCE COVERAGE
Your group health insurance and other related benefits will remain active through the end of the month in which your final day of employment occurs. Therefore, your coverage will end on [End of Coverage Date].
GRIEVANCE PROCUDURES
If you have any concerns or grievances related to your termination or the conditions surrounding your resignation, please refer to the enclosed grievance procedures document. This document outlines the steps you may take to formally address any such concerns.
FINAL PAYCHECK AND OTHER BENEFITS
Your final paycheck will be processed in accordance with company procedures. Additionally, any firm property in your possession, such as keys, access cards, or equipment, should be returned to the Office Manager by your last day.
EXIT INTERVIEW
The leadership team will be in contact with you to schedule an exit interview. In preparation, we will inquire about the following:
· Reason for leaving the firm?
· How would you describe the team culture?
· Did you grow professionally as a result of your time with the firm?
· Was the team supportive of you during your tenure?
· What, specifically, are areas for improvement that you feel could benefit future team members?
We wish you the best in your future endeavors. Should you have any questions regarding your benefits, final pay, or other aspects of your transition, please feel free to reach out to the Office Manager.
Sincerely,
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