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Accessible Onboarding Experience Survey for New Hires
[bookmark: _Toc216254521]Overview
This is a survey template designed to help you assess the accessibility of your onboarding process from the experience of new hire’s. We suggest that you have them complete this survey at the end of their probationary period (or three months after having started in their role). 
This survey should be a part of a feedback loop. Make sure there is someone responsible for monitoring submissions and someone monitoring what actions were taken from the review of submissions.
We recommend that you utilize a survey tool like Google Forms, SurveyMonkey, or Microsoft Forms to issue this survey. 
[bookmark: _Toc216254522]Branching Logic
Where possible, use branching logic to ensure users only see questions that are applicable to them.
For instance, you can utilize branching logic if they say “No” to the question, “Did you experience any barriers during onboarding?”, then you could hide the next question, “If you experienced any barriers, what areas of onboarding did you experience barriers within? (Select all that apply)”, and remove the start of the sentence, “If you experience any barriers…”.
Below are support pages from common form tools on how to implement branching logic:
· Google Forms: 
· https://support.google.com/docs/answer/141062?hl=en
· Microsoft Forms: 
· https://support.microsoft.com/en-us/office/use-branching-logic-in-microsoft-forms-16634fda-eddb-44da-856d-6a8213f0d8bb
· Survey Monkey:
· https://help.surveymonkey.com/en/surveymonkey/create/advanced-branching/
[bookmark: _Toc216254523]What if we already have an onboarding feedback form that is unrelated to accessibility?
You may already have an onboarding feedback form for general feedback or as a part of quality assurance. We recommend implementing this survey as a section of your regular post-onboarding survey. If you are only looking for some questions you can add to your existing survey, we have a section called “Key Questions” at the end of this document. These are the questions we recommend you implement in the absence of using this whole template.
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Instructions You Can Provide in Your Survey: “Please answer the following questions based on your recent onboarding experience. Your feedback will help us ensure that our onboarding process welcomes, equips, and inspires all new hires.”
[bookmark: _Toc216254524]Section 1: About You
	Question
	Suggested Question Format
	Details

	What is your role/department?
	Multiple choice (May also be called a picklist or single choice)
	· Sales
· HR
· IT
· Learning & Development
· Finance
· Other:

	Do you work in person or remotely?
	Multiple choice (May also be called a picklist or single choice)
	· In-Person
· Remote
· Hybrid


[bookmark: _Toc216254526]Section 2: Onboarding Experience
	Question
	Suggested Question Format
	Details

	How welcoming did you find the onboarding process?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all welcoming
· 5 = Very welcoming

	Did you feel equipped with the tools and information needed to succeed?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all equipped
· 5 = Very well equipped

	Did you feel included as part of the team?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all included
· 5 = Very included

	Were check-ins with your manager or mentor regular and helpful?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Not applicable

	Was accessibility discussed as part of your onboarding agenda?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Unsure


[bookmark: _Toc216254527][bookmark: _Toc216254525]Section 3: Accessibility of Onboarding
	Question
	Suggested Question Format
	Details
	Branching Logic

	Did you receive information about how to request accessibility supports (accommodations)?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Unsure
	

	Were you asked about any accessibility needs or supports before your first day?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Unsure
	

	How confident did you feel that your accessibility needs would be supported during onboarding?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all confident
· 5 = Very confident
	

	Were any accessibility supports you requested provided in time for your first day?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Not applicable
	

	Did you encounter any barriers during onboarding?

Barriers are anything that makes it harder for someone to fully take part, such as physical obstacles, inaccessible technology, unclear communication, or policies that exclude people.

(If your survey tool has a description or subtitle section with the question, you can put the definition of barriers there)
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
	

	If you experienced any barriers, what areas of onboarding did you experience barriers within? (Select all that apply)
	Checklist (May also be a multiple choice question type with the option for people to select multiple choices)
	· Physical environment
· Communication methods
· Information technology (e.g., inaccessible platforms, documents)
· Attitudes or assumptions
· Policies or procedures
· Other:
	You can hide this question if the previous question the staff person selected “No”.

	If you encountered barriers, please describe them.
	Open text
	
	If they selected “No” to the question “Did you encounter any barriers during onboarding?” you can hide this question.

	If you encountered barriers, were they resolved?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
	If they selected “No” to the question “Did you encounter any barriers during onboarding?” you can hide this question.

	Were onboarding materials (handbooks, guides, training modules) provided in accessible formats?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Not applicable
	

	Did you have a designated mentor or support person during onboarding? Please note this is not your supervisor or manager, it is an employee you were paired with as support during onboarding.
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Not Sure
	


Section 4: Feedback and Suggestions
	Question
	Suggested Question Format
	Details

	What is one thing we could do to make onboarding more accessible for future new hires?
	Open text
	

	Is there anything else you want to tell us about your onboarding experience?
	Open text
	





[bookmark: _Key_Questions][bookmark: _Toc216254528]Key Questions
If you are only looking for questions to add to your existing onboarding feedback survey, these are the questions from our template we recommend that you use.
	Question
	Question Type
	Details

	How confident did you feel that your accessibility needs would be supported during onboarding?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all confident
· 5 = Very confident

	Were you proactively asked about any accessibility needs or supports before your first day?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Unsure

	Did you receive information about how to request accessibility supports (accommodations)?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Unsure

	Were any accessibility supports you requested provided in time for your first day?
	Multiple choice (May also be called a picklist or single choice)
	· Yes
· No
· Not applicable

	How welcoming did you find the onboarding process?
	Multiple choice or rating or sliding scale
	· Range for response is 1-5
· 1 = Not at all welcoming
· 5 = Very welcoming

	What is one thing we could do to make onboarding more accessible for future new hires?
	Open text
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