
T e a m  R e a d i n e s s  K i t :T e a m  R e a d i n e s s  K i t :
R o l e s ,  O n b o a r d i n g ,R o l e s ,  O n b o a r d i n g ,

A c c o u n t a b i l i t yA c c o u n t a b i l i t y
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Build a team you can trust to execute —
without micromanaging.



Use th is  worksheet  to  def ine c lear  ro les  and

what  success looks l ike  for  those ro les .

Role  T i t le :  

Main  Purpose:  

 Key Respons ib i l i t ies  (3–5) :

 1 .  

 2 .  

 3 .  

 4 .  

 5 .  

Success Looks L ike:
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11 .. R o l e  C l a r i t y  T e m p l a t eR o l e  C l a r i t y  T e m p l a t e



Document  your  f i rs t  Standard Operat ing

Procedure:

Process Name:  

Who Manages the Process:  

When the Process Happens:  

Tools  Used:  

Step-by-Step Inst ruct ions:  

NOTE:  add as  many steps or  l ines  as  needed but

use the KISS method.
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2 .  S O P  S t a r t e r  T e m p l a t e2 .  S O P  S t a r t e r  T e m p l a t e



Pre-Day 1:

Emai l  setup

Role  overv iew meet ing

Tech/ too ls  access granted

Tra iner /Manager  P lan

Weeks 1-2:

Shadow ex is t ing team member

Task ass ignments  wi th  support

End-of-week check- in

Weeks 3-4:

Task ass ignments  wi th  support

Independent  task  ass ignments  wi th

check- ins

End-of-week check- in
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3 .  O n b o a r d i n g  C h e c k l i s t3 .  O n b o a r d i n g  C h e c k l i s t   



30 Days:

F i rs t  eva luat ion;  goa ls  for  60-day

eva luat ion set

Role  re f inement  as  needed

Team integrat ion complete

60 Days:

Second eva luat ion;  goa ls  for  90-day

eva luat ion set

Role  re f inement  as  needed

Construct ive  feedback towards goa ls

90 Days:

Th i rd  eva luat ion;  goa ls  for  annual

per formance rev iew set

Role  re f inement  as  needed

Construct ive  feedback towards goa ls
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3 .  O n b o a r d i n g  C h e c k l i s t3 .  O n b o a r d i n g  C h e c k l i s t   



Suggested cadence:

Week ly:

Pr ior i t ies ,  b lockers ,  progress

Month ly:

Per formance rev iew,  feedback,  goa ls

Quarter ly :

Sk i l l s  dev,  process upgrades,  team ins ights
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4 .  A c c o u n t a b i l i t y  R h y t h m4 .  A c c o u n t a b i l i t y  R h y t h m
G u i d eG u i d e
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Prompt  1:

 “What  went  wel l  th is  week?”

 Prompt  2:

 “What  could  be improved and how?”

 Prompt  3:

 “What  do you need f rom me to  succeed?”

Bonu s :Bon u s :
P e r f o r m a n c e  F e e d b a c k  F r a m e w o r kP e r f o r m a n c e  F e e d b a c k  F r a m e w o r k



Want  he lp  bu i ld ing a  company l ike  th is? I t ’s

what  we do every  day.
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WRAP-UP :WRAP-UP :

Copyright © 2025 WOWSuccessTeam LLC. All rights reserved. All content was originally created in collaboration with AI (ChatGPT) and has
been professionally reviewed, edited, and approved by WOWSuccessTeam to reflect the unique expertise, content, voice, and brand of
WOWSuccessTeam LLC.

Schedule  a  f ree  d iscovery  sess ion

wi th  WOWSuccessTeam

https://calendly.com/wowsuccessteam/get-ready-grow
https://calendly.com/wowsuccessteam/get-ready-grow

