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New Employee Guide for Supervisors 

Our vision for new faculty and staff at UMBC is that 
they feel welcome and informed, 
are able to perform their roles effectively, 
and are excited about UMBC as a place to work. 
Our goal is to increase retention and job satisfaction among our faculty and staff at UMBC, and we want the onboarding period for new colleagues to be the beginning of a long-term positive relationship with the University.  This period lasts months, and to be successful it requires dedicated focus on the part of many people all across campus. 

It’s critically important to prepare for the arrival of new hires and to ensure their onboarding process is organized and well-managed.  With the high cost of turnover and the competitive job market, attracting and retaining good talent is a key priority for all managers and supervisors.  The US Department of Labor has found employees are most vulnerable to leaving an organization in the first 18 months, so this is a critical window. 
The supervisor’s role is key to supporting this successful integration into the UMBC community. 
The following resources are designed to aid in the onboarding process:
Helpful Websites – Information About UMBC: 
Welcome to UMBC 

UMBC Visitor’s Guide 
UMBC Strategic Plan 
Human Resources
Telecommunications
Procurement
Training Registration
Parking
Environmental Safety & Health 

Police
Division of Information Technology
Employee: __________________________________
    Start Date: ____________________

This tool is intended to be adapted for use and is offered as a guide for the department and supervisor.  Not all information will be relevant for all new hires; additional department or position-specific items may be added.

Prior to Start Date:

· Confirm that all new hire paperwork has been completed and submitted to HR (recruitment, retirement selection, and payroll)

· Confirm Benefits Orientation date and time

· Get temporary parking permit and give employee parking instructions for first day
· Inform new employee of dress code/uniform policy
· Order furniture and telephone
· Order office keys and arrange for building/room access

· Order nameplate for office door or cubicle

· Order business cards

· Order relevant equipment (computer, safety, lab, etc.)
· Arrange for computer user ID’s, passwords, and access to shared drives as needed
· Add new employee to department distribution lists, org chart, website, etc.

· Set up personnel and timesheet files
· Provide applicable reading materials (e.g. mission, vision, organization charts, etc.)

· Prepare a “First Week” schedule of meetings and tasks to include a meeting with the immediate supervisor and introductions to colleagues

· Direct them to helpful information on the UMBC website

Other items as needed:  (e.g. mailbox, set up document templates on computer, add to appropriate ListServs, long-distance code, Caller ID, basic office supplies, etc.) 

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

Employee: __________________________________
    Start Date: ____________________

This tool is intended to be adapted for use and is offered as a guide for the department and supervisor.  Not all information will be relevant for all new hires; additional department or position-specific items may be added.
First Week(s) of Employment:
· Verify employee has attended or is scheduled for Benefits Orientation Session

· Review parking options and whether they still need to get a parking permit
· Have new employee obtain their Campus Card

· Establish email account with DoIT; review use and protocol including vacation messages
· Review telephone use policy, and voicemail protocol including vacation messages

· Show online telephone directory and department phone list

· Review procedures for department calendar and mail
· Review work schedules, overtime/comp time, time off requests and timesheets
· Review missions, visions and goals of all departments within your division/college; review organization charts and explain interrelationships with other departments

· Discuss the PMP process, feedback meetings and how performance will be evaluated

· Have expectation-setting meeting to discuss job duties and performance expectations including probationary period, and sign PMP form
· Review training all new employees should complete and how to register
· Discuss additional position-specific training and registration

· Confirm appropriate security access for PeopleSoft database(s)

· Review how to make purchases; prepare paperwork and review PCard use

· Review campus/department/building emergency procedures, safety and security
· Gather emergency notification information

· Give tour of buildings/departments relevant to their job

Other items as needed:  (e.g. how to get travel reimbursement, equipment use and access codes, how holidays and other celebrations are handled within the department, etc.) 

· _____________________________________________________________________

· _____________________________________________________________________

· _____________________________________________________________________

· _____________________________________________________________________
· _____________________________________________________________________
Tips for Effectively Onboarding and Engaging New Employees:      
Provide Information Early 
Many people appreciate the opportunity to start learning about their new workplace before they arrive.  If they want it, use technology to give them information about UMBC ahead of their start date. 

Welcome Them 
Have a “welcoming” strategy:  Organize meet and greets, hang a welcome banner on their office door, have nameplates prepared in advance.  Find ways to let the new person know you are happy that he/she is part of the team. 
Engage Them 
Capitalize on the “new job enthusiasm” by quickly giving them information about their role, the processes and tasks for which they are responsible, and directions on where to dive in.  Be sure to include how their performance will be evaluated and schedule a date for their expectation-setting meeting.  Benefit from their fresh perspective - invite and listen to their ideas about how to do things even better.  Be available and keep the lines of communication open. 

Share the Big Picture 
Help them see how their individual role supports the work of your department, your college/division, and ultimately the goals of the University.  Share information that will help them understand why UMBC is such an exciting place to be! 

Help them Connect 
Explain the missions, visions, and goals of all departments within your college/division.  Review organization charts and explain the interrelationships with other departments with whom they will be working.  Arrange and coordinate introductory meetings with their co-workers and university colleagues, and help them develop their internal network. 

Provide Tools 
Ensure they have access to and clear instructions for using technology and tools for information retrieval, process management, document management, and other relevant tools that will support their productivity.  Link them to the resources they need to be effective in their new position, including where to get information and advice on how to be successful. 

Provide Support 
Consider assigning them a “mentor” to guide them through the “settling in” period, job shadowing, and/or someone to coach them through taking on a particular project.  Share information about the culture that will help them navigate smoothly, and suggest behaviors to avoid.  Give them coaching and positive feedback so they know how they’re doing. 

Provide Development 
Help them identify their learning goals and together create a development plan that tailors their learning experiences to their particular needs.  Be creative with various development approaches, and help them decide which training programs to attend and in what sequence.  Enable them to have adequate time for their learning process and practice, and help them make the connection from training programs to actual challenges or problem-solving they will face in their work. 
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