

Portfolio Sample 1: Inclusive Remote Onboarding - Script 

	Screen
	Title
	On-screen script
	Interaction copy
	Feedback / notes

	1
	Welcome to Your First Week
	Heading: Welcome to Your First Week 
Body: Starting a new job remotely can feel like a lot at once. This short module focuses on three things that make the biggest difference early on: knowing what matters most, choosing the right communication channel, and finding help quickly when you need it. 
Body: Estimated time: 5–7 minutes.
	Button: Start
	Keep tone reassuring and brief. One clear action only.

	2
	What New Hires Need Most
	Heading: What New Hires Need Most 
Intro: Most first-week problems are not caused by lack of effort. They usually happen because people are sorting through too much information at once. 
Card 1: Priorities — It’s hard to know what matters now versus what can wait. 
Card 2: Communication — Different questions belong in different places. 
Card 3: Support — Getting help quickly depends on knowing where to go.
	Prompt: Select each item to explore it. 
Button: Continue
	Each card expands inline with a short explanation. Keep responses concise.

	3
	Focus on the Essentials
	Heading: Focus on the Essentials 
Intro: In your first week, you do not need to know everything. You do need to get the basics in place. 
Item 1: Set up your essential tools and confirm access. 
Item 2: Review your team’s basic communication norms. 
Item 3: Check your calendar and prepare for key meetings. 
Item 4: Identify where to go for HR, IT, and team support. 
Item 5: Keep track of your first-week priorities and deadlines.
	Prompt: Select each priority to see why it matters.
	Example reveal text: “Confirming access early helps you solve problems before they affect your work.”

	4
	Which Channel Fits the Situation?
	Heading: Which Channel Fits the Situation? 
Intro: Different communication tools are useful for different kinds of work. Picking the right one helps you get faster, clearer responses. 
Guide:
Chat: Quick questions, short updates, time-sensitive requests.
Email: Formal requests, summaries, non-urgent communication.
Meeting: Discussion, decision-making, issues that need back-and-forth.
Shared document comment: Feedback tied to a specific file or draft.
Manager check-in: Questions about priorities, expectations, or team norms.
	Prompt: Match each situation to the best communication channel.
	Use 4 short scenarios. Example: “You need quick clarification before a meeting starts in 15 minutes.”

	5
	Where to Go for Help
	Heading: Where to Go for Help 
Intro: Asking in the right place saves time for you and for everyone else. 
Guide:
HR: Benefits, payroll, leave, employment policies.
IT: Logins, devices, software access, technical issues.
Manager: Priorities, role expectations, team decisions.
Teammate: Informal team practices or context on current work. -
Knowledge base: Common processes, self-serve answers, quick reference.
	Prompt: Choose the best source of help for each issue.
	Feedback should explain why the support path fits. Example: “This belongs with IT because it involves system access, not policy.”

	6
	Working Well with Others
	Heading: Working Well with Others 
Intro: Remote work runs more smoothly when communication is clear, timely, and respectful of other people’s time. 
Guidance:
Read meeting invites before joining.
Ask questions with enough context to get a useful answer.
Notice team norms around response times and status updates.
When you are unsure, ask early rather than waiting too long.
	Prompt: Review the examples and choose the strongest response.
	Use 2 short behavioural examples. Feedback should explain effectiveness, not just correctness.

	7
	Your First-Week Challenge
	Heading: Your First-Week Challenge Scenario setup: You’re scheduled to join a project meeting in 20 minutes. You’ve opened the agenda, but you can’t access a linked tool you need to review before the call. You’re not sure whether to message your manager, ask in team chat, or contact IT. 
Prompt: What do you do first?
	Choice A: Message the team chat with “I can’t get in—help?” 
Choice B: Contact IT through the support channel and note the issue to your manager if it affects the meeting. 
Choice C: Wait until the meeting starts and mention it then.
	Best path is B. Feedback should show why: it routes the issue correctly and keeps the manager informed if work is affected.

	8
	What Would You Do Next?
	Heading: What Would You Do Next? 
Intro: Try three quick first-week decisions. 
Mini-scenario 1: You have a benefits question. 
Mini-scenario 2: You are unclear about the priority order of two tasks. 
Mini-scenario 3: You need feedback on a shared draft.
	Decision cards for each scenario.
	Immediate rationale after each choice. Keep it brisk and coaching-oriented.

	9
	Your First-Week Support Guide
	Heading: Your First-Week Support Guide 
Summary: In your first week, focus on essentials, use the right communication channel, and go to the right source for help. You do not need to figure everything out alone. 
Job aid headings:
Week-one priorities
Best channel for common situations -
Where to go for help 
Reflection prompt: What is one action you will take in your first week to stay organized and get help quickly?
	Button: Review Guide 
Button: Finish
	End with a simple confirmation and optional downloadable quick-reference asset.
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