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[bookmark: peer-onboarding-guide-frontline-roles]Peer Onboarding Guide – Frontline Roles
Purpose: This guide helps experienced employees onboard a peer by making on-the-job knowledge visible, consistent, and repeatable. It is designed for hands-on, frontline roles where learning typically happens through experience.

[bookmark: how-to-use-this-guide-for-managers]How to Use This Guide (For Managers)
· Assign a Peer Onboarding Coach for each new hire.
· This guide should be used on the floor / on the job, not completed all at once.
· Encourage peers to explain the why, not just the steps.
· Update this guide as processes, tools, or layouts change.
For Trainers:
Which parts of this role are most often learned informally or inconsistently? Make sure those are fully documented below.

[bookmark: section-1-role-at-a-glance]Section 1: Role-at-a-Glance
Role Title: _______________________________
Primary Purpose of This Role:
(In plain language, why does this role exist?)
__________________________________________________________________
Who This Role Works With Most Often:
☐ Customers ☐ Teammates ☐ Supervisors ☐ Vendors ☐ Other: ___________
What “Good” Looks Like in the First 30 Days:
__________________________________________________________________
Busy or High-Stress Times to Expect:
__________________________________________________________________

[bookmark: X99f35a248fc1a5d67d7029f4d77f2d950ab3bab]Section 2: First-Day Essentials (Day 1 Survival Kit)
Basics
- Clock in/out location or process: _______________________________
- Break areas / restrooms / lockers: _______________________________
- Who to go to with questions: ____________________________________
What a Typical Shift Looks Like:
__________________________________________________________________
Safety Basics (What NOT to Do Yet):
__________________________________________________________________
Manager Prompt:
Are there any safety, compliance, or customer-impacting tasks the new hire should not perform alone yet?

[bookmark: Xdab176ffd7291b52a6d7a92b65ceb5e79badc4b]Section 3: Opening Procedures (If Applicable)
☐ This role includes opening responsibilities
	Step
	Task
	Why It Matters
	Common Issues / Tips

	1
	
	
	

	2
	
	
	

	3
	
	
	


What If:
What should the employee do if something is missing, broken, or delayed during opening?

[bookmark: Xf1b030dd839fbf160e77ee8fbdab94d501c2ac9]Section 4: Closing Procedures (If Applicable)
☐ This role includes closing responsibilities
	Step
	Task
	Why It Matters
	Common Issues / Tips

	1
	
	
	

	2
	
	
	

	3
	
	
	


What If:
What are the most common closing mistakes, and how do we prevent them?

[bookmark: section-5-core-job-tasks-how-tos]Section 5: Core Job Tasks & How-To’s
List the most important tasks that define success in this role.
[bookmark: X4c142a6f6efcacb50ca009ef471c317b3cc76d1]Task Name: _______________________________
· When this task is done: _______________________________
· Step-by-step instructions:
____________________________________________________________
· Tools or supplies needed: _______________________________
· How to know it was done correctly: _______________________
· Common mistakes to avoid: _______________________________
What If:
What changes if this task needs to be done during a rush, outage, or short-staffed shift?

[bookmark: Xb8fa9c9cfb873c401d407d28e8d80312835c723]Section 6: Tools, Supplies & Where Things Live
	Item
	Location
	Who Restocks / Maintains
	What to Do If Missing

	
	
	
	

	
	
	
	


Trainer Prompt:
Are supply or equipment issues a frequent cause of delays or frustration? If so, add detail here.

[bookmark: section-7-the-unwritten-rules]Section 7: The Unwritten Rules
Use this section to capture things people usually learn the hard way.
· When things get busy, we usually prioritize:
____________________________________________________________
· If something goes wrong, we typically:
____________________________________________________________
· Communication expectations during peak times:
____________________________________________________________
What If:
What advice would you give someone on their first really tough day?

[bookmark: section-8-practice-coaching-plan]Section 8: Practice & Coaching Plan
	Task
	Observed
	Done Together
	Done Independently
	Notes

	
	☐
	☐
	☐
	

	
	☐
	☐
	☐
	


Trainer Prompt:
Which tasks require sign-off before the employee performs them alone?

[bookmark: section-9-confidence-check-sign-off]Section 9: Confidence Check & Sign-Off
New Hire:
- Tasks I feel confident doing alone: _____________________________
- Tasks I want more practice with: _______________________________
Peer Coach Notes:
__________________________________________________________________
Manager Check-In Date: _______________________________
Manager Signature: ________________________ Date: __________

Reminder: This guide should evolve. If knowledge lives only in someone’s head, it’s a risk—write it down. This template is a guide to peer-to-peer training – feel free to make it work for you! For example, Day 1 Survival Kits could exist externally so that they’re not consistently needing to be added to the template. A running doc of Day 1 Survival Kits for existing roles would also make adding in that information easier!
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