Orienting New Employees

Employees who have been properly oriented to their work environment experience greater satisfaction and success.  Increasing one’s familiarity with new surroundings and expectations provides a welcoming impression and leads to greater productivity sooner.

As you prepare for and orient a new employee to your work area, the attached Employee Checklist serves as a guide to ensure that you have covered essential items.  Blank spaces have been added to each section to allow you to customize this checklist to suit your needs.

Please ensure that the information contained in the Employee Checklist (and additional items pertinent to your area) is covered.  A team approach may work best, with some items being covered by the supervisor and others covered by others in the department.

UHR will be following up with you and the new employee at intervals during the first year to assure that a smooth transition to OU and to your work area has taken place.
UHR provides new employees the following:


When a new employee is hired they must visit UHR for their 1st tier orientation.  This orientation consists of:

· Completion of their employment documents

· Instructions for obtaining ID & password on-line
· Review of the New Employee Resources web site http://www.oakland.edu/uhr/newhire which includes
· New employee FAQs

· Information on what to do before they arrive

· Information on what to expect as they become familiar with the campus
· Information regarding discrimination and harassment 
· Policy 710 http://www.oakland.edu/policies/710/ 

· Policy 711 http://www.oakland.edu/policies/711/
The employee receives a benefits packet to review.  A 2nd tier orientation is scheduled.  This is an appointment to discuss the benefits information and enroll in benefits.

The 3rd tier orientation is a half-day session offered every other month, which includes speakers and topics from across campus.  The new employee is scheduled for this session upon hire. Topics covered include:

· History of OU

· Executive  member welcome

· Overview of the University’s structure

· Inclusion and Intercultural Initiatives 
· Technical Training

· OU Police Department

· Information Technology & Security

· OU Credit Union
· Overview of activities and events on campus

· Web overview

The 4th tier orientation is an invitation to complete an on-line survey.  Every new employee will receive an e-mail message with a link to provide confidential feedback 90-days post-hire.
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Employee Name
Hire Date 

	Initial and Date

On Completion
	Before Arrival

	
	Notify staff of new employee’s impending arrival

	
	Notify department’s timekeeper of new employee

	
	Contact EH&S (x 4196) to review OSHA training requirements if your employee will be working in one of the following areas:  Service Maintenance, Grounds, Project Management, Golf Course, University Services

	
	Assign and prepare work space

	
	Assign/order furniture

	
	Assign computer

	
	Conduct hardware/software inventory

	
	Assign telephone and extension

	
	Create voicemail box

	
	Change voicemail directory

	
	Change phone display, if applicable

	
	Assign mentor(s), if applicable

	
	Assign trainer(s), if applicable

	
	Arrange for and organize training program for employee

	
	Order desk supplies (calendar, trays, etc.)

	
	Make arrangements to obtain keys (building, filing, desk)

	
	Notify mail room of new employee at mailroom@oakland.edu 

	
	Order name badge and name plate, if applicable

	
	Review appropriate attire for work

	
	Review Mobile computing Guidelines, Policy 860 specifically.  
http://www.oakland.edu/policies/860/ 

	
	Prepare an agenda for the employee’s first day

	
	

	
	

	
	


	Initial and Date

On Completion
	First Day of Employment

	
	Provide personal welcome

	
	Introduce employee to department team members

	
	Obtain OU ID Spirit card at Oakland Center near Fireside lounge

	
	Arrange for a departmental lunch and/or tour of lunch facilities

	
	Review schedule of work hours, expectations for punctuality, timesheets or other means of reporting time

	
	Train new staff on Monthly Leave Reporting – both as an employee and supervisor as needed.  

	
	Discuss shift differential and overtime pay, if applicable

	
	Explain how and when employee will be paid

	
	Locate washrooms and other facilities

	
	Explain U.S. and Campus mail procedures and show drop box locations

	
	Show employee desk or work area and nearest supply area

	
	Explain how supplies are ordered

	
	Complete signature authorization paperwork regarding Accounting, Purchasing and Payroll, if applicable

	
	Request OU Credit Card, if applicable

	
	Review specific job duties and responsibilities

	
	Explain parking

	
	Provide phone instruction

	
	Introduce to mentor(s) (if assigned)

	
	Introduce to trainer(s) (if assigned)

	
	Locate and review department manual or guidelines

	
	Review confidentiality standards, such as FERPA, HIPAA or departmental standards as required for the position

	
	Review emergency procedures (location of fire extinguishers, evacuation, tornado, building exits, shelters, emergency closing)

	
	Explain presence and function of OUPD and procedures for dialing 911 on campus or via cell phone. 

	
	Explain and introduce the OUPD’s Emergency Preparedness website including information on setting up an emergency text message, desktop emergency guide, etc.  http://www.oakland.edu/prepared 

	
	Review Environmental and Health Safety policies and procedures, including reporting of accidents or injuries, http://www.oakland.edu/ehs/

	
	Obtain building security code(s) and review procedure, if appropriate

	
	Issue keys

	
	Review security procedures, including office open and close procedures

	
	Define departmental expectations regarding appropriate use of computers in line with University policy

	
	Review sign-on and shut-down procedures

	
	Please complete each item in the sequence presented:

Ensure that employee has completed all paperwork with UHR and has received a benefits packet

	
	Verify that employee record has been entered into Banner

	
	Remind employee to complete e-mail request on line by doing the following:

· Get SAIL ID and PIN

· Login to SAIL and change PIN

· Go to E-mail page to log in and obtain e-mail ID and password

	
	Complete and sign Account Request form (ADMNET, Banner; also access to vacation time calendar, if applicable or other departmental systems)

	
	Review user access rules (FERPA) http://www.oakland.edu/policies/470/ 

	
	Complete Banner Access Request forms found at forms.oakland.edu

	
	Instruct employee to create an online calendar using Google calendar.  See instructions at http://www.oakland.edu/uts 

	
	Set up username and password and get approval for account(s) for online staff hiring and performance system at jobs.oakland.edu/hr 

	
	

	
	

	
	


	Initial and Date

On Completion
	During First Week

	
	Tour the campus with employee

	
	Provide employee with appropriate introductions

	
	Schedule appropriate training; ensure that employee has been scheduled for OSHA training, if applicable

	
	Review OU policies and procedures (mileage, expenses, etc.) on web 

http://www.oakland.edu/policies/ 

	
	Review Administration web site, including OU Board of Trustees information

http://www.oakland.edu/administration 

	
	Emphasize importance of keeping personal data current on SAIL > Personal

	
	Update phone tree emergency list and organizational chart

	
	Provide fax number and instruction for use

	
	Review information in OU Style Guidelines http://www.oakland.edu/styleguide 

	
	Provide and review departmental organizational chart

	
	Discuss employee’s working relationships to others in department and University

	
	Review departmental mission

	
	Explain organization, function and objectives of department as it fits within University community

	
	Order business cards, if appropriate

	
	Demonstrate use of departmental equipment

	
	Ensure that employee attends the scheduled benefits orientation (2nd tier orientation)

	
	Ensure that employee completes Banner Shared Data training if duties will include Banner person or address maintenance

	
	

	
	

	
	


	Initial and Date

On Completion
	Within the First 90 Days

	
	Provide an Overview of the Performance Management Process, if applicable 

	
	Set Goals within the first three months of employment, if applicable 

	
	Inform employee about Career Development 

http://www.oakland.edu/uhr/careerdevelopment/ 

	
	Locate bulletin boards and indicate purpose

	
	Discuss leave accruals, department vacation scheduling and other time-off procedures

	
	Verify that Michigan Right to Know form has been understood, signed and returned to EH&S (Sent to employee from EH&S within first month)

	
	Ensure employee’s attendance at New Employee Orientation (3rd tier orientation)

	
	Encourage participation at other University-sponsored functions

	
	Demonstrate Web for Employees at the end of the first month (click on SAIL from the home page)

	
	Encourage completion of confidential 90-day post-hire survey (employee will receive directions and link via e-mail)
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                        New Employee Checklist





This checklist is designed to assist the supervisor’s efforts in providing each employee with the information and resources they need to be successful. The items on this list do not need to be completed in the order presented.  Please keep this information in your file.
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