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ORIENTATION CHECKLIST
for New Faculty and Instructional Academic Staff

	New Employee:
	[bookmark: _GoBack]      

	Position:
	[bookmark: Text3]     
	Start Date:
	     

	Supervisor:
	[bookmark: Text4]     
	Department:
	[bookmark: Text2]     



INSTRUCTIONS: This checklist is provided to assist supervisors in orienting new employees. After a particular topic has been covered, the completion date should be entered in the column to the right of it. When the entire checklist is completed, the form should be sent to Human Resources to place in the employee’s personnel file.

	
Pre-Arrival
	Contact Person/
Office
	Completion Date

	[bookmark: Check3]|_| Check that the work area is equipped and ready for new employee.    For a door or desk name plate, click on “Facilities/Operations Work Order Request Form” on the Facilities Planning and Management website (http://www.uwgb.edu/facilities/) and follow the instructions. Set up mailbox or bin in your office for new employee.
	Peggy Van Rixel
Ext. 2394
	     

	[bookmark: Check4]|_| Verify that the office phone has been activated and a staff directory is available.  

	Sherry Toseland
Ext. 5505
IS 1010
	     

	[bookmark: Check35]|_| Order business cards (if applicable).  Send information to put on card to Nancy Matzke (matzken@uwgb.edu) and she will send you a proof.  Turn-around time is approximately 8 to 10 business days.
	Nancy Matzke
Ext. 2214
CL 815
	     

	[bookmark: Check39]|_| Order name badge (if applicable).  One vendor is The Elite Group (website: www.theelitegroup.net; phone: (920) 351-9977; fax: (920) 351-0203; address: 1641 Sand Acres, De Pere, WI 54115; contact person: Kurt Rotherham).  Approximate cost: $14; turn-around time: 2 weeks.   
	The Elite Group
(920)
351-9977
	     

	[bookmark: Check5]|_| Order keys from Public Safety online (http://www.uwgb.edu/publicsafety/campus/index.asp) and consider building access and maintenance requests.
	Public Safety
Ext. 2300
IS 1024
	     

	[bookmark: Check40]|_| Ensure network account access is set up.  Human Resources will enter employee into system (after receiving employee information), and CIT will create an e-mail account.  The supervisor will receive an e-mail from CIT requesting information on what shared drives and software to give access to.  Supervisor will receive user ID and password from CIT in e-mail – please have this information ready for the first day.
	Help Desk
Ext. 2309
IS 1148
	     

	|_| Complete the Employee Campus Information Form for the new employee, and e-mail this form to hr@uwgb.edu.  This will ensure the correct office number and phone extension show in the directory.
	Human Resources
Ext. 2390
CL 710
	     







	
Upon Arrival
	Contact Person/
Office
	Completion Date

	[bookmark: Check7]|_| Introduce new employee to the staff and their roles.
	     

	|_| Ensure paperwork has been submitted to Human Resources (I-9, W-4, Direct Deposit, and Employee Self-Identification forms).
	     

	[bookmark: Check8]|_| Explain workflow for the work area, phone usage, mail system, office and classroom supplies, photocopying, office equipment, and online directory (http://www.uwgb.edu/deptpeople/index.asp).
	     

	[bookmark: Check9]|_| Inform new employee of work hour/schedule expectations, when to take lunch or breaks, dress code, unit coverage, and who to call in an unexpected absence.
	     

	[bookmark: Check10]|_| Train new employee on leave time reporting (if applicable). Explain pay schedule and direct deposit.  
	     

	[bookmark: Check44]|_| Sickness or absence – If an instructor is unable to meet their class and unable to arrange for a colleague to cover their class, it is important that students are informed as early as possible.  The course e-mail list can be used to alert the class, and the program office must be notified so that a notice can be posted on the classroom door and the Information Center alerted.  The chairperson can provide policies and procedures governing class absence.  Unclassified Personnel Guidelines outlining use of sick leave are located at http://www.uwsa.edu/hr/upgs/upg10.pdf.
	     

	Walk new employee to:
[bookmark: Check11]|_| University ID Services to get University ID Card
	Univ. Union
Ext. 2400
UU 203
	     

	[bookmark: Check12]|_| Bursar’s Office to purchase parking permit 
	Bursar
Ext. 2743
SS 1300
	     

	|_| Public Safety to pick up office key(s)
	Public Safety
Ext. 2300
IS 1024
	     

	Arrange for Authorizations:
[bookmark: Check15]|_| Driver’s authorization (if applicable) (https://www.uwgb.edu/busfin/safetyrisk/fleet/DriverAuthorization.asp) 
	Safety & RIsk
Ext. 2273
CL 823
	     

	[bookmark: Check16]|_| Procurement card (if applicable)  (http://www.uwgb.edu/purchasing/forms/pcardrequestform1.doc)

	Marie Helmke
Ext. 2598
IS 1038B
	     

	[bookmark: Check32]|_| Sales & Use Tax Exemption Card (if applicable) 
     (form will be provided during HR Orientation)

	Cheryl Pieper Ext. 2227
ES 109
	     

	[bookmark: Check33]|_| Corporate Credit Card (if applicable)   (http://www.uwgb.edu/controller/documents/TravelCardApplication.doc) 
	Cheryl Pieper Ext. 2227
ES 109
	     

	[bookmark: Check17]|_| Ensure that new employee receives a tour of campus and has met his or her Mentor (if applicable).  Information regarding Faculty mentors is at the following link: http://www.uwgb.edu/catl/peer-mentoring/index.asp 
	     

	[bookmark: Check37]|_| Ensure that new employee completes the New Employee Online Orientation (https://www.uwgb.edu/hr/campus/orientation/index.htm).  (Some areas of the online orientation are not applicable to Adjunct Instructors and Associate Lecturers.)
	     

	|_| Ensure that new employee reviews the appropriate employee handbook (http://www.uwgb.edu/hr/employees/unclassified/).
	     

	|_| Explain expectations for acceptable performance, how performance is evaluated, and work priorities.
	     

	|_| Salary Advance – new academic year unclassified staff are eligible for a one-time salary advance to cover living expenses during the first month of employment.  Advances up to 35% of one month's gross pay may be granted. Salary advances are to be repaid in full via payroll deduction from the employee's first regular payroll payment. To request a salary advance please complete a Salary Advance Request Form (http://www.uwgb.edu/hr/Forms/index.aspx?search=Salary%20Advance%) and submit it to your supervisor.
	Sue Miller
Ext. 2816
CL 710
	     

	[bookmark: Check22]|_| Course textbooks - The department chairperson can provide suggestions or advice about textbook selection, and assistance with the procedure for ordering them.  Textbook orders should be submitted to the Phoenix Bookstore as soon as possible.   
	Bookstore
Ext. 2331
UU 205
	     

	|_| Syllabus – The course syllabus should be distributed to students the first day of class, and should contain the following information:
· Instructor’s name, office number, office phone number and phone number for messages, and instructor’s office hours.
· Course number, title, description, and general education designation if the course fulfills a general education requirement (ex. “Fulfills SS-1 general education requirement”).  NOTE: Courses which fulfill general education requirements have specified student learning outcomes.  Contact the chairperson for a copy of the outcomes, or view them online at http://www.uwgb.edu/lasdean/gened/learning.html.
· List of required textbooks and/or course supplies.
· Chronological list of course assignments (including assigned readings, quizzes, tests, papers, projects, etc. with due dates.  See http://www.uwgb.edu/registrar/calendar/finalexamschedule.asp for scheduled date of final exam.  NOTE: Instructors are expected to give the final exam at the specific time listed on the schedule.  Any variance must be requested in advance and approved by the chairperson and the dean.
· Statement on course grading and attendance policies.
	     

	|_| Office Hours – Faculty are expected to schedule an appropriate number of office hours per week, typically immediately before or after a class session, and to meet with students by appointment at other mutually-agreeable times if necessary.  The office hours should be listed on the syllabus and announced in class.  It is important that the budgetary unit office know the scheduled office hours and how the instructor can be reached for appointments.  The chairperson can provide further guidance on scheduling and maintaining office hours.
	     

	|_| Class Attendance Policy – The official university policy on class attendance is that “Students are expected to attend all class sessions in the courses in which they are enrolled.”  Individual instructors differ in their enforcement of this policy, and factors such as class size, course content, and program policies can influence course attendance policies.
	     

	|_| Course Rosters – Course rosters are available on-line through the Student Information System (SIS), which can be accessed through the Faculty & Staff webpage (http://www.uwgb.edu/facultystaff/ ).  The instructor’s regular network user ID and password can be used to log into SIS.  The instructor can also communicate electronically with all members of the class by accessing the class roster in SIS.
	Registrar
Ext. 2657
SS 1100
	     

	|_| Student Course Evaluations – Instructors are expected to provide students with the opportunity to anonymously evaluate the courses at the end of the semester. Many programs use a standardized “Course Comments Questionnaire” (CCQ) form for this; others have developed their own forms.  The chairperson will explain the program’s policy and procedures for student evaluations of the courses. Student evaluations of faculty are placed in the personnel file and reviewed by the unit chairperson and/or executive committee. They are taken into account for merit pay and/or re-hiring/promotion decisions.
	     

	|_| Complaints by Students - Students who have complaints related to course grades, conduct of classes or other course matters are expected to address those complaints first with the instructor of the course. If the student is not satisfied with the resolution, the student can then take the complaint to the chairperson of the disciplinary program (if appropriate) and then to the budgetary unit chairperson. If the complaint is not resolved by the chairperson(s), the student may then go to the appropriate dean or dean’s designee.
	     

	|_| Final Grade Reports - Grades are to be submitted in SIS. Grade rosters will be available only through SIS. All final grades are due within 96 hours of the final exam or last class meeting.
	     

	|_| Media Services has an extensive library of films and videotapes for classroom use.  Please see http://www.uwgb.edu/team/video/search.htm for titles available.  All classrooms are normally equipped with a slide projector, overhead projector, and VCR and TV monitor.  Most larger classrooms are also equipped with a networked computer and projector.  Media Services can provide other equipment (film projector, CD player, etc.) by advance request.  They can also repair or replace nonfunctioning media equipment.
	Media Services
Ext. 2416
IS 1010
	     

	|_| Library services – The University ID can be used to checkout library materials.  See the library website at http://www.uwgb.edu/library/ for information regarding hours and other services.
	     

	[bookmark: Check24]|_| Introduce new employee to staff external to the unit with whom he/she will work
	     

	[bookmark: Check42]|_| Review travel procedures if applicable (http://www.uwgb.edu/controller/travel/index.html). 
	     

	[bookmark: Check26]|_| Review Faculty & Academic Staff Governance (http://www.uwgb.edu/sofas/structures/governance/).
	     

	|_| Discuss options for committee membership and how new employee can identify interest in serving on campus/department committees (http://www.uwgb.edu/sofas/structures/governance/).
	

	[bookmark: Check27]|_| Ensure new employee completes the harassment prevention online training (http://login.brightlinecompliance.com/index.jsp) (this does not apply to Adjunct Instructors and Associate Lecturers).
	     

	|_| Ensure new employee completes safety training (http://www.uwgb.edu/busfin/safetyrisk/newemploy/) (this does not apply to Adjunct Instructors and Associate Lecturers).
	     

	|_| Schedule training or workshops that will support performance (ex. CIT workshops - http://www.uwgb.edu/compserv/workshops/index.asp). Discuss how the new employee can request funds for professional development.
	     

	[bookmark: Check30]|_| Follow up with new employee on any questions or concerns he/she may have (on-going).
	     

	[bookmark: Check43]|_| Complete and sign this checklist, and send to Human Resources.
	     




Orientation Plan Acknowledgement
	Employee Signature:
	
	Date:
	     

	Supervisor Signature:
	
	Date:
	     

	Human Resources Signature:
	
	Date:
	     



Please sign, date, and send to Human Resources.



	For Supervisor Use (Optional)

	

	Resource List for new employee (checklists, written instruction manuals, etc.):

	[bookmark: Text49]     

	     

	     

	     

	Websites that will be utilized (bookmark):

	     

	     

	     

	     

	Initial Priorities:

	     

	     

	     

	     

	People to Connect With (Campus Resources):

	Name
	Office
	Role

	[bookmark: Text50]     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     




Office of Human Resources
(920) 465-2390 • hr@uwgb.edu • www.uwgb.edu/hr/
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