Employee Onboarding Plan
A Roadmap to Success

Position Title:    				             	                                                                                  
Employee Name:   					               Date of Hire:  					          
Prior to First Day (Supervisor)
General Preparation
☐ Prepare workspace and arrange for office supplies
☐ Finalize Onboarding plan, have position reference manual/guide for job processes available
☐ Submit work order to order name plate, include if it’s for an office or cubicle and include cost center to bill 
☐ Order employee magnetic name tag (if needed): Complete requisition and include the first line information (for example: employee’s name) and the second line information (for example: employee’s title) Send requisition to businessservices@delta.edu 
☐ Request building(s) entrance door access – Public Safety (robertbattinkoff@delta.edu) 

Request/Setup Access
☐ Arrange for Telephone Access 
☐ Email meaghanwalraven@delta.edu employee’s office number and extension 
☐ Contact OIT (x9575 or helpdesk@delta.edu) to have computer set up
☐ Submit an OIT Access Request Form via OIT to set up access to:
☐ Electronic files/folders:  
☐ Departmental email inboxes:  
☐ Colleague access, if appropriate
☐ Etrieve Forms access and/or SSRS reporting:  
	☐ If Maxient access is needed, contact tonyahafoka@delta.edu 
☐ Set up access to multifunction devices/copiers – to add new users or to add access to a cost center for a user, please email printing@delta.edu.  For all requests, please include username, user email address, ID # and approved cost centers
Supervisor Role Only
☐ Create a direct report list and assign primary supervisor/alternate supervisors for timesheet purposes (email list to meaghanwalraven@delta.edu)

Day #1 - General Business & HR Onboarding
8:15-9:30am with Supervisor
Basic Departmental Onboarding (Supervisor-Led)
☐ Introduce to departmental staff
☐ Show location of:
☐ Restrooms near desk/office
☐ Break area/lunch area in department
☐ Office Supplies
☐ Use of Campus mail (pickup/drop off in area)
HR New Hire Onboarding (9:30am – 12:30pm with Human Resources)
☐ NEO Green Pioneer Campus Tour/Directory Photo
☐ NEO Program Introduction
☐ Cybersecurity with OIT
☐ Lunch with Director of Human Resources

With Supervisor
Basic Departmental Onboarding 

Supervisor-Supported
☐  Request Keys – Complete Key Request Form (Terry O’Leary in Facilities x9244, P025d)
☐ Employee go through sign-up for computer access (email will be sent with ID and   
      username information)
☐ Show how to access and use the online Staff directory 
☐  Show departmental electronic sites and/or folders

Supervisor-Led
☐ Take to Public Safety for photo ID Badge (if not done during tour)
☐ Explain on campus parking, option for parking permit (Cashier’s Office: B111 x9394 to check on availability)
☐ Explain hours of Operation of the department/college
☐ If appropriate, order Business Cards: Confirm Name/Certifications/Degrees – Order via Printing Services 

Anytime Task List:
☐ Work on online KnowBe4 training (www.employees.delta.edu/hr/index.html - green button)
☐ NEO sessions in eLearning (access D2L Brightspace from Tools drop down on Inside Delta)
☐ Add any other applicable tasks/trainings that can be worked on when they have free time


Day #2
With Supervisor
Meet to discuss the following

☐ Divisional strategy
☐ Division/College structure
☐ AY Goals of division
☐ AY Goals of department
☐ Supervisor philosophy
☐ Dress standards/lunch/hours/schedule
☐ Explain position
☐ Goals for the position 
☐ Relationship expectations
☐ Direct Reports
☐ Peers - who should employee develop relationships with to be successful at Delta?  
☐ Other departments/areas
☐ Staff – Individual intro meetings scheduled with each person this week
☐ What a typical day looks like - Hours, percentage of time in meetings/staff support, student  
       support
☐ Review Computer; systems access and understanding
☐ Outlook Calendars
☐ Delegates
☐ Scheduling

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1


Day #3
Current office policies and procedures discussion 
☐ How is leave time scheduled?
	☐ Discuss any black-out dates for vacation/leave time  
☐ What is the current workflow in the office?
☐ Discuss what each area does and why
☐ Exploring the Delta College Inside Delta pages
☐  Explore the departmental pages
       ☐  If employee will be updating webpages, contact Amanda Hammond to assign access
☐  Discuss how to submit Etrieve HRAF, if applicable
☐ Shadow peers

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #4
Budget Review (for supervisor or cost center managers only)
☐ Discuss the budget, if appropriate
☐ Discuss the structure of people in the budget
☐ Discuss the continued budget concerns and the enrollment numbers needed to sustain the current budget

Other budgetary considerations, if appropriate:
☐ How to complete a travel request or reimbursement request
☐ The reimbursement cycle
☐ How to complete a mileage reimbursement request
☐ Discuss Professional Development Allowance procedures, if applicable
☐ Student workers

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #5
Processes in division/department
Processes in division/department
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)
☐ Who does what (one on one face to face with each person in department)

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #6
Review of the Delta College Resources
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)
☐ Review and support the New Employee Orientation program
☐ Learning opportunities from COS – LinkedIn Learning/Innovative Educators

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #7
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #8
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #9
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)

Set 30, 60, and 90-day Supervisor Goals
☐ Assignment of first projects with check point dates
☐ 30 day goal – [list goals here]  
☐ 60 day goal – [list goals here]
☐ 90 day goal – [list goals here]

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #10
☐ Supervisor check-in (ask employee questions they have, what concerns they may have and what are their immediate needs)

Anytime:
☐ Work on incomplete Anytime Tasks listed on Day #1

Day #30
☐ 30 day goal check-in 
☐ Review NEO program progress

Day #60
☐ 60 day goal check-in
☐ Review NEO program progress

Day #90
☐ 90 day goal check-in
☐ Review NEO program progress

Supervisor Role ONLY: 
HR will schedule a meeting time on employee’s calendar for the following:
☐ Know your resources: Procedures Manual and other policy resources (Director of Human Resources)
☐ Timesheet Approval, employee leave management, HR Action Forms, Master Schedule (Human Resources Generalist)
☐ Family Medical Leave / Workman’s Compensation (Human Resources, Benefits Manager)
☐ Recruitment Process / Search Committee (Human Resources, Manager of Recruitment)
☐ Department Budget (Assistant Controller)


Once all of the above topics have been reviewed please return the completed/signed form to Human Resources, J101.

If you have any questions during or after your initial onboarding process, feel free to contact Human Resources x9017.


Employee’s Signature: 						 	Date: 			

Supervisor’s Signature: 							Date: 			
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