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A. Introduction

The primary goal of the New Employee Orientation Program is to welcome the new employee, provide needed information and access to resources, and create a positive first impression that will foster pride in San Juan College and in the employee’s daily work.  We aim to make the orientation experience more enjoyable and memorable for employees and to instill a sense of pride in employees, to familiarize them with the College’s mission, values, organization, culture, and to convey information that would help employees perform their job more efficiently.  

First impressions about the College are lasting ones and they are important since they establish the basis for everything that follows.  The orientation program is where most of these first impressions are formed.  

An employee who has been thoroughly orientated to the College history, scope of operation and future prospects will identify more readily with the College as a whole.  Well-informed employees can be one of the management’s most important allies when the going gets tough.

B. College Orientation Philosophy
San Juan College supports and promotes the following statements:

1. The College shall promote and encourage a friendly atmosphere so that every new employee will know that the college is glad to have him/her as an employee.

2. Every new employee shall be provided with the information he/she needs to become acquainted with his/her work and the college.

3. Every employee shall be kept informed on matters of College policy and actions that might involve or affect his/her work.

4. Open channels of communication shall be maintained through which every employee can obtain information, get answers to questions, and discuss his/her problems openly with supervisors, or other personnel responsible for orientation.

C. Objectives
San Juan College’s Orientation Program is designed and shall operate to meet the following objectives:

1. Create a positive attitude and commitment toward the College.

2. Provide the new employee with information that will ease the transition into the workplace.

3. Introduce the new employee to the history, mission, goals, policies and procedures, customs and traditions of the department and the College. 

4. Aid in establishing effective working relationships and social networks.

5. Convey the expectations of San Juan College.

6. Reduce absenteeism and staff turnover.

7. Promote a safe and equitable work environment through an awareness of policies and responsibilities.

8. The assignment of a mentor will help improve overall productivity by reducing initial confusion, limiting mistakes that require work to be done, and identifying co-workers that can answer questions.

D. What should be covered during New Employee Orientation?

It is important to develop good communication with the new employee from the start. Distinct, well-defined expectations will reduce potential misunderstandings that may occur later. The more an employee knows about where he/she works the more comfortable he/she will feel in his/her new position.

Topics to cover during orientation

· History, mission, and goals of the department/institution;

· Position description and responsibilities;

· Expectations of the supervisor;

· Career development;

· Safety precautions; 

· Responsible computing policies; and

· Benefits and other personnel policies. 

E. Who will orient the new employee?
· Supervisors

· Departmental Contacts

· Human Resources

· Other

Each department should consider having one person coordinate the department’s orientation efforts. It is important to involve supervisors because they are usually the first to have contact with the new employee and will probably be the most influential involving the new employee’s attitudes and impressions.

F. Definitions of Responsibility
1. SUPERVISOR:

1. Definition:  The new employee’s supervisor is the key person responsible for carrying out the orientation program.  The supervisor normally is the person to whom the employee directly reports unless otherwise designated.  

Role:  The specific orientation duties of the supervisor are outlined in the supervisor’s checklist appended at the end of this document.  The supervisor is responsible for the completion of his/her checklist as well as overseeing the assigned mentor’s checklist activities.

If the mentor chosen is from another department, the supervisor should meet with the mentor’s supervisor to review and gain approval of orientation requirements.  The supervisor will be responsible for turning in both his/her and the mentor’s checklist to the Human Resources Office at the end of the orientation period.  (Please note that students who are under work study contract are not covered under this orientation procedure.  It is recommended that these students be oriented properly by the Financial Aid Office and the department to which the student is assigned.

2. BENEFITS MANAGER:

1. Definition:  The Benefits Manager is the key person responsible for any new employee’s orientation dealing with contract, benefit, wage, and other conditions of employment.
2. Role:   The specific orientation duties of the Benefits Manager are outlined in the Benefits Manager’s checklist appended at the end of this document.  The Benefits Manager is responsible for the completion of the checklist, meeting with the supervisor to review and file both the supervisor’s and mentor’s checklist, and conducting a review and evaluation wit the new employee at the end of the orientation period.
3. MENTOR:

1. Definition:  A mentor is a peer employee who will help in the orientation process and may assist in the training of the new employee.  A mentor is either assigned by the supervisor (by choice or volunteer from the respective department) or the supervisor will ask for a volunteer among a group of peers.
2. Role:   The specific orientation duties of the mentor are outlined in the mentor’s checklist appended at the end of this document.  The mentor is responsible for the completion of the duties on the mentor’s checklist as well as helping train the new employee if requested by the supervisor.  The mentor will be responsible for submitting his/her completed checklist to the supervisor by the end of the orientation period.
G. Accountability and Evaluation
The ultimate responsibility for the proper completion of a new employee’s orientation rests with the supervisor.  If any problems or conflict has emerged in any part of the orientation process, it should be brought to the attention of the appropriate supervisor.

H. Schedules and Timelines
Timelines of completion of orientation activities are specified on the various checklists found appended at the end of this document.  Activities should be completed on or near the completion timelines indicated, and the exact date of completion is to be recorded on the checklists.
I. Outline of New Employee Orientation
The goal is to make the orientation experience more enjoyable and memorable for employees and to involve department heads and immediate supervisors in the process. The charge is also to instill a sense of pride in employees, to familiarize them with the College’s mission, values, organization, and culture, and to convey information that would help employees perform their jobs more effectively.

The New Employee Orientation consists of:

· Pre-Hire Checklist

Assures that the new employee’s work space is ready for his/her arrival.  The goal is to provide an optimal work environment for the new hire.  Hiring supervisor should think about potential problems and address them before they happen.
· Departmental Orientation

The Departmental Orientation provides the new employee with important information that will ease the transition into the department.

Supervisors, this is your opportunity to start a strong relationship with your new employee, build morale, and help your employee be more productive from the start. The few simple steps outlined in the checklist below will help you integrate your new employee into the San Juan College community.
Departmental orientation enables the new employee to receive one-on-one attention during orientation and allows departments to tailor information to meet their department’s needs.

The "Departmental Orientation Checklist," is provided for the department and the new employee to help specify information to be covered during the orientation process. A copy of the checklist is given to the new employee at the benefits appointment so the new employee will know what to expect during the department orientation.

· Benefits Orientation (weekly)

The benefits orientation provides opportunity to sign up for SJC’s insurance and retirement benefits.
· Mentor Orientation
The specific duties of the mentor are outlined in the mentor’s checklist.  The mentor is responsible for the completion of the duties on the mentor’s checklist as well as helping training the new employee if requested to do so by the supervisor.  The mentor will also arrange for a campus tour with the employee.
· New Employee Welcome Orientation (quarterly)
· Welcome by SJC President

· Introduction of senior management

· History, mission, and goals of the college
· Career development (Organizational Development)

· Safety precautions (Health & Safety Office)

· The Right to Know (HazCom Training)

· Responsible computing policies (OTS)

· Business/Purchasing policies & procedures 
· Sexual harassment training
· Cultural diversity

· Employment policy

J. The Trial Period
The trial period is an essential part of the evaluation process to determine adequate performance standards and used as an adjustment/training period for new employees.  During the trial period, an employee does not have an expectation of continued employment.  The trial period is as follows:

Support Staff – first six months of employment

Administrative and Professional Staff – first 12 months of employment

Faculty – first three years of employment

An evaluation should be completed after an employee completes his/her trial period.

Within the first 30 days of employment, the supervisor should establish performance expectations for the new employee.  Supervisors are encouraged to use this as an opportunity to discuss the position with employees, to clarify aspects of the job for employees and to discuss expected performance with the employee.

K. Customizing the Departmental Orientation Checklist
Departments are encouraged to customize the checklist to address department-specific information. 
Examples include:

· Proper handling of hazardous materials;

· Equipment safety procedures for any staff who operate equipment such as chainsaws, trimmers, mowers and golf carts;

· Law enforcement protocols for College security;

· CPR/First Aid training. 

L. Orientation Evaluation

The New Employee’s Orientation Evaluation is designed to measure the employee’s comprehension in such vital areas as performance standards, job scope, conditions of employment, college authority structure, and other pertinent job related information.  It also asks for the employee’s suggestions for improving job training and other aspects of the overall orientation process that he/she may feel are inadequate.

A New Employee Orientation Evaluation Form is an on-line questionnaire sent to the new employee via email three (3) months after start date.  The form will be sent and results tracked by the Human Resources Office.
