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                                                                                                         Job Aid: New Hire 2-Day Agenda                                                                                                                                                       
 (This is a sample AGENDA that can be modified for specific needs)

Employee’s Full Name:


Department:


Department Contact:


Phone:


Date of Hire:


DAY ONE
	8:00am
	8:30am
	Greet New Employee upon arrival into work area.

	
	
	Accompany New Employee to New Employee’s workspace. 

	
	
	Introduce New Employee to a pre-assigned workgroup member whom he/she will shadow for the day.

	
	
	Personally introduce New employee to rest of workgroup.

	
	
	

	8:30am
	10:30am
	Escort New Employee to HR for I-9 completion, Registrars for UID and ID card, ITS for computer account and username set up, and Parking Office for vehicle registration.

	
	
	Tour office area and department (i.e. restrooms, supplies, water cooler, copier, fax, mail, access codes, keys, coat closet, etc. 



	
	
	

	10:30am
	12:00noon
	Review computer setup, login, email and data security.  

	
	
	Review phone number, phone system training and set up voicemail message. 

	
	
	

	12:00noon
	1:00pm


	Lunch with pre-determined co-worker. 

   - opportunity to discuss Tiger Bucks program

	
	
	

	1:00pm
	5:00pm
	Tour on-line resources with New Employee.
· RIT Homepage

· Department Homepage

· Institute/HR/Department/Emergency Policies/Procedures web pages

· Organization Charts

· Assist with setting up “favorites”

· Add any Staff/Department Meetings to New Employee’s calendar 

	
	
	Obtain any office supplies that may be needed and were not there when office was originally set up.

	
	
	New Employee performs any job tasks (with co-worker if necessary for training). 


	5:00pm
	
	New Employee leaves for the day. 


DAY TWO

	8:00am
	
	New Employee arrives at workspace.


	8:30am
	10:00am
	Campus Tour with pre-determined co-worker.
· Show all points of interest on campus

· Tour dining facilities

· Tour buildings/departments/areas relative to New Employee’s work and introduce to key people in those departments they will be working with
· Use campus maps as reference



	10:00am
	12:00noon
	Meeting with Supervisor/Manager/Work Leader  (below are topics to cover in any order).
· Review Department Handbook (if applicable)

· Discuss communication opportunities: staff meetings, department meetings, newsletters, etc
· Provide brief history of department 

· Provide departmental/university organizational charts 

· Brief discussion of employee’s role in department/Institute (also discuss department’s and Institute’s mission) 

· Provide up-to-date written position description (job duties/scope) and performance expectations 

· Discuss Performance Planning and Evaluation process (general overview) 

· Discuss time card, or Kronos time sheet 

· Review call in/absence policies and expectations

· Discuss vacation/time off policies (refer to HR website)

· Discuss holiday schedule and process for leave requests 

· Discuss lunch/break periods 

· Discuss training/educational opportunities/recommended reading 

· Discuss myInfo@rit.edu (paystub, benefits info, emergency contact, etc)
· Discuss safety and security/emergency conditions and response, such as: 
· Fire, disaster preparedness, emergency/ bomb threat procedures and any pertinent departmental emergency procedures
· Accident injury procedures

· Emergency Call – Campus Safety 5-3333

· Emergency Response System Alerts
· Inclement weather policy

· Universal precautions and HAZMAT (if applicable) 

· Explain importance of New Faculty/Staff Orientation programs

	12:00noon
	1:00pm
	Lunch with pre-determined co-worker (may want to take to a different location than day before).


	1:00pm
	5:00pm
	New Employee performs any job tasks (with co-worker if necessary for training). 

	5:00pm
	
	New Employee leaves for the day. 


Onboarding website: http://finweb.rit.edu/humanresources/

