
[image: image1.png]TRENT g8

UNIVERSITY




MANAGER’S/SUPERVISOR’S GUIDE FOR ORIENTING NEW EMPLOYEES

WHEN THE NEW EMPLOYEE ARRIVES

	Check

Here
	
	SOURCES/PROCEDURES

	
	GENERAL
	

	
	Welcome the new employee upon his/her arrival and introduce the new person to their team members and key contacts. Ensure he/she is able to have lunch and breaks with team members during the first week.
	

	
	Discuss the orientation that you have planned, explore their needs.
	Encourage questions

	
	Orient employee to physical space e.g. Equipment, washrooms and lunch areas.
	

	
	Explain the structure of the department
	Present Organization chart

	
	Review the employee’s role and outcomes expected. Give a copy of the posting/job description. Show probationary evaluation form.
	The probationary evaluation form can be obtained from Human Resources.

	
	Explain key behavioural expectations: how breaks and lunch work, how each other’s absences are covered, telephone and email protocol for the department/unit, unit health and safety practices. 
	

	
	Lay out the work of the first few days or week.
	

	
	Establish a process for regularly meeting to ensure the employee’s information and learning needs are being met.
	

	
	Direct the employee how to contact their union or association. If applicable, give a copy of the CA. 
	Copies of the Collective Agreement and information on how to contact the applicable union can be found on the H.R. website http://www.trentu.ca/humanresources/overview.php.
Collective Agreements can be obtained at HR.

	
	Mandatory 
	

	
	Orient New Employee to the Risk Management Department Website 

Occupational Health and Safety

 - have employee sign Employee Health & Safety Orientation Form http://www.trentu.ca/humanresources/forms.php

	The Risk Management Website is available at http://www.trentu.ca/riskmanagement/overview.php
Have employee read and familiarize themselves with this site.
Trent’s Occupational Health and Safety policies and standards can be accessed online at http://www.trentu.ca/healthandsafety.
Information about occupational health and safety training and workshops are also available online at http://www.trentu.ca/healthandsafety.


	
	Explain key policies:

Purchasing

Administration & Governance

VP Academic Policies

Human Resources

Access & Privacy
Risk Management
	Purchasing:

http://www.trentu.ca/purchasing/policies.php


Administration & Governance

http://www.trentu.ca/administration/
Academic policies

http://www.trentu.ca/vpacademic/policies.php
Human Resources http://www.trentu.ca/humanresources/overview.php.

Human Rights & Conflict Resolution

http://www.trentu.ca/humanrights/
Access & Privacy http://www.trentu.ca/administration/accessandprivacy.php
Risk Management

http://www.trentu.ca/riskmanagement/overview.php


	
	Direct employees to the card office in Blackburn Hall to obtain their Trent University photo identification cards
	Refer to the policy on the Risk Management website at
http://www.trentu.ca/riskmanagement/policies.php

	
	Show the new employee how to log in to the myTrent portal and explain to them the importance of checking this every day for updates and staff bulletins
	http://www.trentu.ca/mytrent/

	
	Misc.
	

	
	Arrange for a campus tour.


	Contact the Liaison Office either by phone (705)-748-1011 ext. 1332 or by email at liaison@trentu.ca. As well can book a tour directly online at http://registrar.trentu.ca/tourbookings/.


	
	Contact Marketing and Communications for business cards if applicable.


	For business cards and letterhead, please visit the Marketing and Communications website on the myTrent portal.

Click on myWorkplace in the left hand column.  Under myTrent sites click on Marketing & Communications. 

If you have any questions, please contact: Kate Shaughnessy, Planning and Administrative Assistant, Marketing and Communications, Phone: 705-748-1011 ext. 6180.  

Further information about Marketing and Communications can be found at http://www.trentu.ca/newsroom/overview.php.



	
	Point out helpful websites and places to access information about the university.

	Trent Athletics: www.trentu.ca/athletics/
Trent Library:  http:/www.trentu.ca/admin/library

Campus Maps: http://www.trentu.ca/admin/accessibility/
Trent News and Events: http://www.trentu.ca/newsevents/
Campus Food Services: mailto:aramark@trentu.ca


