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Congratulations! 
You’ve taken the first step towards hiring a team that will support you and make running your 
business fun. The result? Maximum impact and increased profit.

What could be better than making a difference while making a living!

If you want to learn more business building tools, please be sure to stay in touch with us at

www.BusinessFreedom.com

      

About Eric Edmeades

Eric Edmeades has spent over 20 years launching, buying, 
selling and turning around businesses in 6 countries.

He launched Business Freedom to help entrepreneurs 
learn from his (many) mistakes by teaching them a step-by-
step process to achieving more freedom in their business 
and in their lives.

Business freedom isn’t a catchphrase or a fluffy intellectual 
concept. Eric lives by these words, and the success of his 
companies, health and personal life is a testament to the fact 
that you can have it all, if you know the right steps to take.

As the founder of the WildFit 90 Day Challenge, Eric’s 
mission is also to transform how people eat and think 
about food so they have the energy to do the things they 
love, with the people they love.

He’s logged over 10,000 hours as a keynote speaker, 
working alongside industry icons like Tony Robbins, Jack 
Canfield, Sir Richard Branson, Mindvalley and many others.

When he’s not writing, speaking or hosting an event, you’ll 
find Eric kiteboarding (his favorite pastime), enjoying 
quality time with his family at their home in the Dominican 
Republic, and traveling the world for fun.

http://www.businessfreedom.com/
https://www.facebook.com/BusinessFR33DOM/
https://www.instagram.com/ericedmeades/
https://www.youtube.com/user/BusinessFreedomTV
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Setting the Tone

One of the most important lessons in business taught to me early on is that your people are your biggest 
long term competitive advantage. This means that any company you consider your competition can always 
have better access to ideas, talent, resources, and money. Yet, what always separates the good from the great 
companies are those that are able to figure out how to bring out the best in their people and maximize their 
talents to create meaningful value. After all, it is up to a business’ people to figure out how to best execute the 
mission of the company!

With this in mind, how important is it then that before a new employee even starts their job with your 
company, that you set the tone correctly? I’m sure you’ve heard the importance of creating great first 
impressions- well, a new employee’s first day on the job similar to that. In fact, scientists have determined 
that first impressions last longer and are much more pervasive than previously thought. 

University of Western Ontario (UWO) Canada Research Chair Bertram Gawronsk observed:

“Imagine you have a new colleague at work and your impression of that person is not very favorable. A few 
weeks later, you meet your colleague at a party and you realize he is actually a very nice guy. Although you 
know your first impression was wrong, your gut response to your new colleague will be influenced by your new 
experience only in contexts that are similar to the party.”

The study suggests that the first impression establishes ‘the rules’ one will create about that relationship and 
then, later, when things take place that contradict that rule, the mind will treat them as exceptions rather than 
as evidence that the rule or rules were incorrect.
 

Because of this, it is incredibly important to make sure that you intentionally design a new employee’s first day 
so that they create the most productive rules possible.

https://businessfreedom.com/
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New Employee’s First Day

For a moment let’s focus on the emotional anchors and outcomes you wish to see when inducting and 
training a new employee. If you get really strategic around an employee’s first day, week and even month, it 
can help set up a key emotional foundation that will make them more likely to stay and enjoy being with you 
for longer.

For many small to medium sized businesses, a new employee’s first day is mostly accidental, unless you are 
a huge corporation (even then!), there’s generally no real system in place for inducting a new member of the 
team.

Most of the time, a new employee induction follows the same routine:

 y They come in on their first day

 y You or someone that works for you tells them a little bit about the company

 y You take them on a tour and introduce them to everyone

 y You show them the essentials – bathroom, kitchen, etc.

 y You show them to their desk

 y You then proceed to give them some basic training and that’s the start of their new job!

Even though this is a good start, many times, it leaves a new employee feeling nervous and uncertain about 
what to do next. Generally, a majority of new employees when starting a new position feel as though after 
their first day or even week, they are left undertrained. 

Now there’s an interesting principle in psychology called EMOTIONAL ANCHORING.

Emotional Anchoring: Is when someone is experiencing a peak emotional state. While they’re in that 
emotional state, anything that’s happening around them physically (sound, touch, smell, etc.) can get 
anchored in their mind.

REMEMBER: For most new employees, their peak emotional state when coming into your company is 
uncertainty or nervousness.

This means as they look around, as they see your logo, as they meet different people and see new faces, they 
are nervous, so they’re going to ANCHOR that nervous or uncertain feeling to everything they experience on 
their first day, which could last a long time.

https://businessfreedom.com/
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HERE IS A PRACTICAL EXAMPLE: 

A practical example of this is if you were hiring someone for a telesales position.

The training process would normally go like this:

 y They come in

 y You introduce them to one of your star sales people and you have them listen in as an example

 y Then, after a few examples of some calls, you go ahead and have them start making calls while your 
star sales employee and yourself remain listening in

 y After a few attempts, you’ll likely give them ways to improve and things to change to make the next 
call go even better

 y Note that they’re likely already nervous as it is their first day and immediately, they’re going to 
ANCHOR their peak discomfort and nervousness to the main job that you’ve hired them to do

 y Then because this feeling is now ANCHORED to this job, those that don’t push through will often 
times start to come up with excuses to avoid the next call. This role already has a high level of 
uncertainty already built in but when you add the ANCHORED nervousness to uncertainty, you’re 
going to make sales calls unpleasant going forward.

This is often why a company has one or two superstars, with the rest not-superstars, because they haven’t 
inducted people properly to break this cycle.

Now using the same example, here’s another way to make this process more effective:

 y They come in

 y Before you introduce them to your star sales-person, you firstly go over any key awareness’ that you 
think will help set them up for success in their position. An example of this may be that you go over 
the mission of your company, or your core values, or why and how their role is vital to the overall 
success of the company. This way, they have full context and understand their role in a more profound 
way

 y Once they feel equipped with certainty and have any of their lingering questions answered, you have 
them sit down with one of your top sales people and listen to calls for the week. For that whole week, 
all they’ll be doing is listening to calls and taking notes. In other words, learning through osmosis!

 y At the end of the week, either you or your sales manager should touch base with them to see how 
they feel things are going

https://businessfreedom.com/
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 y Then the next week, instead of getting them to start making calls themselves, have them go and 
sit with another top sales person to hear how they make their calls. Again, only listening and taking 
notes.

 y Within a couple of days, ask them how they feel things are going. If they say they want to start making 
calls, test this by suggesting they listen to one more person.

 y Depending on their reaction, you can decide to let them jump in but only when they are ready to jump 
in with excitement, anticipation, and eagerness as these are the right emotions you want to ANCHOR 
to this job

In the end, this ANCHORS your entire sales process to these positive emotions if you follow this clinical 
induction process.

So think about this…
 
 What is the best first impression that you could make on an employee coming to work for you?

The best way to answer this question, regardless of your personal circumstance, is to think strategically about 
what you want them to get from it. This about all the different ANCHORS that you want to build into your 
induction and training process.

Lastly, it’s so important that when your bringing a new person into your company that you set a couple of 
objectives. By being clear on what your objectives are and the outcome you want to see, you can create a 
really nice induction process that will create the best possible foundation for your new team members. 

So, your homework this week is really simple:

https://businessfreedom.com/
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PART 1

Come up with a list of ideal objectives or intentions that you have for someone’s first day, first week, and first 
month. This could include certain training, specific office language, complete a certain task or training, and 
maybe even get them to feel a certain way about the workplace.

Get clear about your strategic objectives on what you want them to experience from your induction 
process.

First Day 

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

First Week 

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

https://businessfreedom.com/
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First Month 

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

 y                                                                                                                                                                              

https://businessfreedom.com/
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PART 2

Below you’ll see an example of what the foundational checklist items could be for all new team members. This 
would be filled out for each team member. A lot of the items are generally applicable for most businesses, but 
the more specific and tailored you can make your training checklist, the better the experience it becomes for 
the employee. Plus, some of these items are also great for your company as it might force you to strengthen 
the parts of your business that are not as strong- after all, if you can’t teach it, you probably don’t understand 
it fully!

Create and update this checklist to match what is most relevant and applicable to your business.

Business Freedom Training Checklist Template 

Welcome Examples 
(insert your own for your company) 

 � The Company’s Story

 � Why we Exist

 � Core Values

 � Organizational Chart

 � Employment Agreement

 � Performance Agreement

 � Safety Protocols Agreement

 � Emergency Contact Forms

 � Office Tour

 � Surrounding Area Tour

Company Policies Examples
 (insert your own for your company)

 � Office Hours

 � Office Space Policies

 � Scheduling

 � Company Dress Code

 � Company Parking Policy

 � Vacation & Sick Day Policies

 � General Company Culture

 � Pay Periods

 � Benefits

 � Processes & Other Policies

 � Review Company Manual

https://businessfreedom.com/
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Logistics Examples 
(insert your own for your company)

 � Set up Company Email

 � Set up SLACK Account

 � Set up Scheduling App

 � Set up Last Pass Account

 � Set up Project Management Account

 � Set up Dropbox Account

How-To’s Examples 
(insert your own for your company)

 � Customer Service

 � Performance Management

 � Solving Customer Complaints

 � Ideal Customer Experience

 � Training Schedule

 � Etc. 

https://businessfreedom.com/
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This is an example of a role specific checklist items could be for tailored for each role. This would be filled out 
for each team member in that role, we’ve used the example of an ice cream shop and have just hired on a 
brand new Scooper.

Scooper Training Checklist

WELCOME 

The Ice Cream Shop Story 

Why We Exist 

Core Values 

Organizational Chart 

Employment Agreement 

Performance Agreement 

Anti-Harassment Contract 

Safety Protocols Agreement 

Emergency Contact Form 

Free Ice Cream Agreement 

Policies 

Tax & Parking Policies 

Store Manual/Exam Preparation 

Store Tour (panic button, fire extinguisher, bulletin board, consumables etc) 

https://businessfreedom.com/
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SCHEDULING PROGRAM 

How to sign in & out 

How to address an error in signing in & out 

How to request a time-off 

How to request a shift swap 

How to get another employee's contact info 

Vacation & Sick Days Policy 

FOOD HEALTH SAFETY & HYGIENE 

Importance of hand washing 

Expiry Dates 

Food allergies/diets policy (peanuts, other nuts, gluten, egg, lactose, vegan) 

Animal policy 

Apron and hat policy 

CUSTOMER SERVICE 

The Ideal Customer Experience 

Greeting customers 

First time customers 

How to upsell 

How to resolve customer complaints 

https://businessfreedom.com/
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SCOOPING 

Location of flavors 

Flavor testing & descriptions 

Scooper tools (scooper sizes and spatula) 

Scoop sizes (kids, singles, doubles) 

Scooping techniques 

Common scooping issues (splitting scoops, quadruples, double scoop with fudge etc.) 

Scooping tips and tricks 

Cup sizes (What goes where) 

Sugar cones, regular cones, & waffle cones 

Policy on packing pints 

Scraping down sides of buckets 

OTHER MENU ITEMS 

How to make a hot fudge sundae 

How to make a banana split 

STORE OPERATIONS 

Replacing ice cream buckets 

Pulling buckets from the big freezer storage 

Refilling pint freezer

https://businessfreedom.com/
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TAKE ACTION!  WRITE YOUR FIRST CHECKLIST FOR TRAINING 
YOUR NEXT TEAM MEMBER. GOOD LUCK TRAINING YOUR NEXT 

AWESOME RECRUIT!

Checklists 

Production board duties 

Store item locations 

Tips 

Refunds/void 

Breaks 

TEAMWORK 

Performance Management 

When there is any lineup whatsoever - drop what you are doing to serve customer 

Cash register is not a position --> Natural flow of positions 

Purpose of overlapping shifts (to get ready for busy period) 

Setting each other up for success 

When there is nothing to do 

What to do when it's busy 

Our company community 

https://businessfreedom.com/
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