MANAGER NEW HIRE GUIDE 



nEW eMPLOYEE NAME: 


 START DATE: 



	Employee Onboarding  

	PRIOR TO START DATE: 

	Select current department employee to assist new hire employee (employee ambassador)  

	Send confirmation email from career zone to new employee

	Introduce new employee by e-mail  

	Put together first week (or longer) agenda with key team members-template on onboarding site 

	Designate workspace and provide necessary office equipment/supplies

	Consider providing welcome gift/RIT swag on first day (i.e. coffee mug, window cling, lanyard for id, pen)

	Create Welcome folder-include: welcome letter from dean/department head; department specific policies (if applicable) RIT Holiday Schedule; Payroll schedule;  copy of Job Description Questionnaire (not position posting)   

	NEW EMPLOYEE ARRIVAL 

	1. Supervisor to greet new employee at start of first day 

	2. Introduce new employee to the department

	3. Accompany new employee to their work space 

	4. Review computer set-up, log on, e-mail, data security 

	5. Employee ambassador: 

· Escorts New Employee to HR for I-9 completion; Registrars for UID and ID card (if not already done) 
· Assist new employee with online registrations-parking, dining services (Tiger Bucks), etc.

· Escorts new employee to ITS help desk for email set up 

· Review phone number and phone system training  

· Tour office/department (restrooms, break room, vending machines, dining locations)

· Guide employee to Employee Self Service (hyperlink to this site)

	6. Hiring Manager:   

· Discuss time tracking system(Kronos) for bi-weekly employee/time off tracking in Oracle for  semi-monthly hire

· Review call in/absence policies and attendance expectations Discuss vacation/time off policies (refer to Benefits welcome letter)/HR website), provide holiday schedule   
· Discuss communication protocol within the department

· Discuss meal break
· Schedule follow up meetings-one month/three month/six month/one year   


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