Manager Orientation Checklist

	
	Who
	Date complete

	PREARRIVAL

Communicate Information

1.  Send offer letter to new employee including:

· Confirming position, title, salary, supervisor, when & where to report
· Union contract (if appropriate)
	
	

	2.   Call new employee to confirm start date, place, etc. 
	
	

	3. Send email to the department announcing

new employee’s arrival date and position 
	
	

	Prepare the work area 

1. Insure cleanliness and order of work area
	
	

	2. Order supplies, name plate, business cards,    

procurement card, office keys, security card
	
	

	3. Order/install telephone, assign number (or complete change order), voice mail
	
	

	4. Arrange for computer and software installation
	
	

	5. Make appointment with OHR to fill out “new hire paperwork”.


	
	

	Other Pre-arrival Tasks

1. Schedule training (i.e. computer)
	
	

	2. Select a “buddy” (see “Buddy” Selection Criteria below) and discuss the role you see them playing.
	
	

	3. Coordinate a meaningful first work assignment. 
	
	

	4. Arrange for lunch with the appropriate person for the first day.
	
	


	“Buddy” Selection Criteria:

1. Demonstrates high performance
	
	

	2. Has time to be accessible to the new employee
	
	

	3. Skilled in the new employee’s job
	
	

	4. A peer of the new employee
	
	

	5. Patience and good communication and interpersonal skills
	
	

	6. Wants to be a “buddy”
	
	

	7. Positive role model (well regarded and accepted by current employees)
	
	

	8. Has been selected in advance and trained in “buddy” responsibilities
	
	

	9. Proud of the organization
	
	

	10. Good listener
	
	

	“Buddy” Responsibilities

1. Be an informational resource for the new employee on policies, procedures, work rules, norms, etc.
	
	

	2. Assist in fundamental training of the new employee
	
	

	3. Be a tour guide
	
	

	4. Identify resources


	
	

	ARRIVAL

(  During the first day

1. Greet the employee and introduce the employee to co-workers and work areas
	
	

	2. Take the employee to OHR for “new hire paperwork 
	
	

	3. Review and discuss job description
	
	

	4. Review and discuss assignments awaiting the employee
	
	

	5. Explain the relationship between the department and the university
	
	

	6. Review the first-week schedule and up coming projects.
	
	

	7. Assign first project/schedule and obtain feedback from the employee
	
	

	8. Introduce them  to their “buddy”
	
	

	9. Invite the employee to lunch
	
	

	(  During the first week

1. Review mission, vision, guiding principles 
	
	

	2. Insure the new employee understands the relationship between their job, the department and the university
	
	

	3. Explain the new employee’s relationship with other roles in the department
	
	

	4. Describe customer service expectations
	
	

	5. Describe monthly report requirements
	
	

	6. Insure technical competence
	
	

	7. Schedule technical training as necessary
	
	

	8. Review pay policies and schedule
	
	

	9. Review current, 90 day, 6 month, and 1year department priorities
	
	

	10. Review teamwork expectations
	
	

	11. Set up 1:1 meetings with team members and other resources.


	
	

	12. Discuss performance expectations
	
	

	· During the first 3 months
1. Regularly review progress of new employee to answer questions and insure that the new employee is becoming acclimated to the department and position responsibilities.
	
	

	2. Encourage feedback from the employee on the orientation process 
	
	

	3. Encourage the employee to check out the University.


	
	

	· After 6 months
1. Celebrate the completion of the 90-day probationary period 
	
	

	2. Prepare written documentation of performance evaluation.
	
	


