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New Employee Orientation – Administrative 
Welcome and Introductions

Payroll and Benefits - Payroll/Benefits Coordinator
	· Administrative and Staff Handbook given 

	· All employee paperwork completed

	· Employee benefits explained

	· Paid holidays reviewed

	· Vacation and sick leave reviewed

	· Confidentiality Statement reviewed and signed


Department Logistics

	· Business cards ordered

	· Campus tour given

	· Check Request/Travel Expense forms/Requisitions reviewed

	· Committee Assignments discussed

	· Computer/Email/Jenzabar access requested 

	· Course catalogs given 

	· Departmental Budgets discussed

	· FERPA (Family Education Rights and privacy Act) Training discussed

	· Incident Management Protocol Discussed

	· Jenzabar training discussed

	· Job duties/job description reviewed

	· Keys for office requested 

	· Mailroom – hours, mailing services and procedures reviewed

	· Meeting with President scheduled

	· Monthly Reports discussed

	· Organizational structure of UIU and history reviewed

	· Parking Permits, rule and regulations explained

	· Physical Plant/Request for services reviewed

	· Policy on absences (procedure for notification of illness, accident, etc.)

	· President’s Cabinet meetings discussed

	· Print Shop - hours and copying services reviewed

	· Recreational Center - ID, hours and services reviewed

	· Recycling Procedures - Paper and Other Materials explained

	· Scheduled work hours and lunch/break times reviewed

	· Sexual Harassment Training explained

	· Staff Time Sheets procedure explained

	· Student Handbook given 

	· Telephones/voice mail system instructions explained

	· Travel and mileage reimbursements discussed

	· UIU Hiring Guidelines given

	· University Staff/Faculty/Coach/Administrative ID issued

	· University Vehicles procedures explained

	· Other__________________________________________________________________


Completed Orientation on: _______________

Orientation done by: __________________________________________________________

New Staff Member: ___________________________________________________________

*Place a copy in new Staff member’s file and send original to the Payroll and Benefits Coordinator.
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