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New Employee Orientation - Faculty 
Welcome and Introductions - Senior Vice President 

Academic Affairs 

	· Business Cards ordered

	· Campus tour given 

	· Check Request/Travel Expense forms/Requisitions reviewed

	· Committee Assignments - Council of Residential Studies (CRS) discussed

	· Computer Labs – Library/Residence Hall access discussed

	· Faculty Handbook given 

	· Mailboxes/Campus Mail explained

	· Organizational structure of UIU and history reviewed

	· Sexual Harassment Training explained

	· Student Campus Visits explained

	· Student Classroom Evaluations explained

	· Student Evaluations of Instructors explained

	· Telephones/voice mail system instructions explained

	· Textbook Adoption procedures explained


Academic Support 

	· Academic Advising explained

	· OAR Days explained


Curriculum Assessment 
	· General Education Outcomes explained

	· Major Outcomes explained

	· Syllabi explained


Student Development – Dean of Student Development Student Services 

	· Career Development explained

	· Counseling Center explained

	· Health Services –for students- explained

	· Parking Permits, Rule and Regulations explained 

	· Residence Life explained

	· Student Leadership and Activities discussed

	· Student Handbook given 

	· University Staff/Faculty/Coach/Administrative ID issued


Registrar Office 
	· Administrative Withdrawals (AW)/Never Attended (NA)/Incomplete explained

	· Attendance Sheets explained

	· Class Schedule discussed

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

	· Grade Sheets explained

	· Standards of Academic Progress discussed

	· Student Attendance policy explained


Academic Support Center 
· Library-Tutor center visited 
Payroll and Benefits 

	· All employee paperwork completed

	· Employee Benefits explained

	· Paid Holidays reviewed

	· Confidentiality Statement reviewed and signed


Department Logistics 
	· Departmental Budgets discussed

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

	· Keys for offices requested 

	· Mailroom – hours, mailing services and procedures reviewed

	· Meeting with President scheduled

	· Physical Plant/Request for services reviewed

	· Print Shop - hours and copying services reviewed

	· Recreation Center – ID, hours and services reviewed

	· Recycling Procedures - Paper and Other Materials explained

	· Role of the Division Chair explained

	· Self Evaluation/Peer Evaluations explained

	· Tenure Procedure explained

	· University Vehicles procedures explained

	· Other___________________________________________________________________


New Faculty Orientation Completed on: _______________

Orientation done by: ____________________________________________________________

New Faculty Member: ___________________________________________________________

*Place a copy in new faculty members file and send original to the Payroll and Benefits Coordinator.
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