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Identify your Lead :
| yyo Establish Cadence of
Who will handle executing the welcome and
additional onboarding steps for your new Welcome Messages
members?

) ] ) S How often will reports be pulled and
Will your Unit require more than one individual welcome letters be sent? Monthly? Bi-
to execute this process? monthly?

e Consider having your membership chair run Be sure to:
this process or using a new member support « Establish dates by which these
committee! reports will be pulled.

e When the lead for this initiative is named,
they should move forward with the following
steps, creating a committee or welcoming
added support from non-board members as
necessary.

e Establish dates by which welcome
messages will be sent out.

Consider how often members are
joining and any programs or
recruitment initiatives that may make
particular seasons busier. For example,
if you are hosting a recruitment event,
you may want to do these weekly for
the month so as to not overwhelm
yourselves if 25+ members join at once.

Customize Welcome

Elements of your welcome letter can be
matched to the membership type,
membership description, and/or if you
know they joined because of an
upcoming/recent program or event
hosted by your unit.

e Solicit programs, initiatives or
volunteer opportunities from your
peers on the Unit’s board to highlight
in your welcome letter so it stays
relevant and is collaborative!

TIP: This is a great opportunity to tap into
Volunteer Square to involve individuals who
have already expressed interest in volunteering!

TIP: Wondering where to start? Check out
our sample Welcome Letter Template,
available in Unit Resources!
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Follow Up

Be sure to include the contact information of
the person best suited for follow-up questions
in your welcome letter.

Consider offering a additional space to ask
questions or share areas of interest with you
such as a Google Form. Then, use the form to
identify follow-up responsibilities within your
"welcome committee" or board meeting

Following their welcome, be sure to follow up
with the new member at least once after
sending your initial letter to answer lingering
questions and ease into their me

Data Tracking Tips

To best inform your onboarding and welcome
practices, keep track of:
e How many new members joined each
month, and how many renew the next year
e The efforts a part of their welcome and
onboarding process. (Did something
offered one month help with retention
more than other months?)
e Use this data to inform your

letters/onboarding processes. exceptionalchildren.org
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