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MANAGER’S/SUPERVISOR’S GUIDE FOR ORIENTING NEW EMPLOYEES
TO DO IN ADVANCE OF EMPLOYEE COMING

	Check

Here
	
	SOURCES/PROCEDURES

	
	Advise other team members of the employee’s name, role, and start date.
	

	
	Contact IT to request a phone connection, computer, internet access and email. 

	For new employees to get their email account and internet access, the request has to first be made to IT and this must be submitted by the employee's departmental secretary, supervisor, department head, or chairperson. As well all new employee accounts have to be validated by Human Resources. A form then has to be filled out and then submitted online and this can be done at: http://www.trentu.ca/it/staff.php. 
Visit  the IT website for any additional information on technological services that may be required at www.trentu.ca/it/.

	
	Obtain a key/key card.


	The locksmiths are responsible for maintaining access control for Trent University. To get a key cut or obtain a key card please visit the locksmith website at http://www.trentu.ca/locksmith/overview.php and complete and submit the key request form.

	
	Find out about a parking permit.


	Flexible benefits and/or payroll deductions can be used to pay for an employees parking permit. For the first day the Department should obtain a day parking pass. Can access the parking website about the different parking permits and their prices at: http://www.trentu.ca/parking/overview.php. Employees must register and pay for the permit online at: https://secure.parkadmin.ca/trentu/users.


	
	Ensure the work area is equipped and supplies are in place.
	Office supplies can be purchased through Brant Office Supplies (705) 748–2291. Approval from the supervisor must be obtained before ordering any office supplies.  


	
	Benefits


	To inquire about Benefits, contact Human Resources: Anne Martens, Group Benefits & Compensation Systems Administrator. Phone: (705) 748–1011 ext. 7592. To inquire about pensions; contact Sharon Stover, Pension Plan Coordinator. Phone: (705) 748-1011 ext: 7074.


	
	Plan for the employee’s orientation. Make a list of what information is important to convey. Consider assigning a colleague to assist the new staff member for the first couple of days.
	


