THE AJJ TOOLBOX
New Hire Onboarding Pack
Four ready-to-customize documents for every new hire
How to use this pack: Fill in the brackets in each prompt below and paste into ChatGPT or Claude. Review the output, edit for accuracy and voice, and save. These four documents form a complete first-week onboarding kit for any new employee.
Disclaimer: These templates are starting points, not legal documents. Employment law varies by state and locality. For any formal HR documentation, consult a qualified employment attorney.

DOCUMENT 1: WELCOME LETTER

Send or hand this to the new hire on their first day. One page. Warm and genuine.

Prompt to Generate
You are an HR consultant who writes onboarding communications for small businesses. Draft a warm, genuine welcome letter for a new employee joining my [business type] as a [position]. Make them feel valued and excited. Our culture: [2 to 3 sentences]. Their first week will look like: [describe briefly]. Keep it to one page. Do NOT use corporate language or generic phrases like 'we are excited to have you on board.' Do NOT make promises about career growth or advancement unless I have specified them.
Fill In Before Running
Business type:



Position:



2 to 3 sentences about your culture:



What their first week looks like:




DOCUMENT 2: ROLE OVERVIEW

One page. Practical enough that a new hire reads it and immediately understands what their job is, what success looks like, and who they work with.

Prompt to Generate
You are an operations consultant who specializes in small business documentation. Create a one-page role overview for a [position] at my [business type]. Include: the main purpose of the role, key daily and weekly responsibilities, who they report to and work with, how success is measured in the first 30, 60, and 90 days, and the two most important things to learn in the first two weeks. Keep it practical and specific enough that a new hire could read it and immediately understand what their job is.
Fill In Before Running
Position:



Business type:



Key daily responsibilities:



Key weekly responsibilities:



Who they report to and work with:



Two most important things to learn in week one:




DOCUMENT 3: FIRST-WEEK SCHEDULE

Day-by-day. Balance orientation and shadowing. Leave room for questions. Don't overschedule.

Prompt to Generate
You are an onboarding specialist who designs practical first-week plans for small businesses. Build a day-by-day schedule for the first week of a new [position] at my [business type]. Balance structured orientation with shadowing time. Include specific tasks to complete each day and time for questions. Our hours are [describe]. Do NOT make the schedule so packed that it feels overwhelming. Do NOT include training on systems or tools I haven't mentioned.
Fill In Before Running
Position:



Business type:



Hours:



Key systems or tools to cover:



Key people to shadow or meet:




DOCUMENT 4: NEW HIRE FAQ

The ten things every new hire wants to know in week one. Paste in your actual policies and let AI format them as a practical Q&A.

Prompt to Generate
You are an HR consultant who has onboarded hundreds of employees at small businesses. Create a new employee FAQ for my [business type]. Here is how we operate: [paste your policies and procedures]. Format it as a Q&A covering the ten things a new hire would most want to know in their first week: scheduling, pay, breaks, communication norms, and how to handle common situations. Do NOT include legal boilerplate. Do NOT invent policies I haven't described. If something is missing, flag it as a question I should answer myself.
Fill In Before Running
Hours and scheduling policy:



Pay period and how pay is delivered:



Break policy:



Dress code or appearance standards:



How to call out sick:



Communication norms (phone, text, email, Slack, etc.):



Parking, entry, and security:



Any other key policies:




NOTE: These tools companion Chapter 13 of AI Jiu-Jitsu: Run Circles Around the Big Guys. For more prompts and tools organized by chapter, visit AJJtoolbox.com.
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