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New Staff Onboarding Process (Example)
Name, Administrative Assistant
Supervisor: Name, Position

Week #1 | Date
Theme:	Welcome/Celebration/Introductions

Priorities:	Human Resources orientation – complete benefits paperwork [date and time]
	Meet department staff [date and time]
	Meet division staff (as available) [date and time]
	Campus tour [date and time]
	Supervisor 1:1 [date and time]
· Where we’ve been
· Where we’re going
· What’s the top priority
· [bookmark: _GoBack]Discuss HR Performance Evaluations

Success:	_____ staff member feels a sense of opportunity, connection, and comfort. 

First 30 Days | Date
Theme:	Understanding ATU/Understanding [functional area]/Relationship Building/Skill Building

Priorities:	University Strategic Plan
	Student Services Strategic Plan
	ATU Service Excellence
	Front-desk operations training
	Banner training
	Procurement Training (including P Card training and Goddess access)
	Travel Training

Success:	_____ will have a working knowledge of the history & future of ATU and [functional area].
	_____ will be acquainted with [functional area] staff, understand current roles and responsibilities and have a sense of how [functional area] operates.
	_____ will know daily operations and required tasks.
	_____ will develop understanding of ATU Procurement policies and procedures.
	_____ will develop understanding of ATU Travel policies and procedures. 
	_____ will demonstrate an understanding of ATU Service Excellence. 
	_____ will have developing relationships with various staff in division. 
	_____ will understand role in University and Student Services Strategic Plan.
	
First 60 Days | Date
Theme:	Understanding ATU/Understanding [functional area]/Relationship Building/Skill Building	

Priorities:	Understanding the cultural norms of the [functional area] and ATU	
	Student Services committee membership (select at least one committee to serve on)
	Begin developing skill and knowledge in expected functions within [functional area]
	Understanding of [functional area] and University policies 
		
Success:	_____ will have an understanding of the cultural norms of the office and University.
	_____ will begin contributing to division via committee work. 
	_____ will demonstrate independent judgement in expected operational functions 
	(i.e. answering phone lines, entering requisitions, ordering supplies, P Card reconciliation).
	_____ will have a thorough understanding of [functional area] and University 

First 90 Days | Date
Theme:	Relationship Building/Skill Building/Cross-training/Professional Development

Priorities:	Understanding the relationship between [functional area] and Student Services 
	Complete self-evaluation of skills – identify strengths and areas of opportunity:
· Technical skills
· Customer service delivery
	Begin cross-training in [another functional area]
	Complete professional development plan for the year
		
Success:	_____ demonstrate understanding of division relationships.
	_____ will develop action plan for capitalizing on strengths and areas of opportunity.  
	_____ will demonstrate basic level of understanding in area of cross-training. 
	_____ will have completed professional development plan for the year.  

First 6 Months | Date
Theme:	Res Life Programs/Student Experience/Student Satisfaction

Priorities:	Mastery of expected operational functions (i.e. answering phone lines, entering requisitions, ordering supplies, P Card reconciliation)
	Improved capacity in [functional area] cross-training
	Understanding value of contributions via committee work; shares ideas/progress during 1:1s
	Demonstrate Service Excellence with all students and external/internal constituencies

Success:	_____ demonstrate mastery of expected operational functions.
	_____ demonstrate increased knowledge base and skill level in area of cross-training.
	_____ share ideas for adding value to division committee(s).
	_____ shows continued progress toward goals outlined in professional development plan. 
		
First Year | Date
Theme:	Advancing [functional area(s)]/Advancing ATU University 	

Priorities:	Achieve goals outlined in professional development plan
	Mastery of operational functions in area of cross-training
	Develop goals for next year
		
Success:	_____ provide evidence for attaining goals outlined in professional development plan. 
	_____ demonstrate mastery of operational functions in area of cross-training.
	_____ completed professional development plan for second year. 



Key Meetings for the Early Weeks
Below is a list of key meetings to schedule for your first few weeks on the job.  The purpose of the meeting is listed and there’s a space to indicate the date of the meeting once it’s scheduled for tracking purposes.

	MEETING PERSON(S)
	MEETING PURPOSE
	DATE

	Associate Dean
	Acquaintance; understanding of their individual styles; understanding of operations, programming, and management from their perspective
	

	Assistant Dean
	Acquaintance; understanding of their individual styles; understanding of operations, programming, and management from their perspectives
	

	Coordinators
	Acquaintance; understanding of their individual styles; understanding of operations, programming, and management from their perspectives
	

	Student Wellness staff
	Acquaintance; understanding of Student Wellness and connection to [functional area]
	

	Assistant Dean for Student Conduct
	Acquaintance; understanding of student conduct and connection to [functional area]
	

	Assistant Dean for Diversity & Inclusion
	Acquaintance; understanding of Diversity & Inclusion and connection to [functional area]
	

	Public Safety staff
	Acquaintance; understanding of relationship with Public Safety
	

	Campus Life staff
	Acquaintance; understanding of student organizations and programming
	

	Residence Life staff
	Acquaintance; understanding of relationship with Residence Life
	



Service Excellence
The Service Excellence program promotes initiatives that unite the ATU family in providing a seamless experience of exceptional service to all of our campus community. Service excellence extends far beyond the traditional approach to service. Service excellence at Arkansas Tech is about all units working together to create consistent attitudes, behaviors and processes. The idea behind our philosophy and the direction of our standards is intended to empower our workforce to provide exceptional service that ultimately contributes to a culture of continuous improvement aiming for organizational excellence.

Mission:
To build a culture where excellence in service becomes part of who we are not just what we do; a culture where our commitment to great services is ingrained in our processes and guides our daily decisions. 

Service Philosophy:
We create a collaborative culture of excellence by providing an exceptional experience for each individual.

Service Standards:
· Respectful
· Exhibit care and courtesy
· Listen actively
· Treat everyone with empathy and dignity
· Knowledgeable
· Be resourceful and self-directed
· Be well informed
· Execute responsibilities accurately

· Helpful
· Be approachable
· Demonstrate teamwork across boundaries
· Provide complete and timely responses
· Professional
· Exhibit a supportive attitude
· Act with integrity
· Accept responsibility for decisions and actions
Service WOW’s
How to WOW
The WOW recognition is one of the best ways to recognize staff members who are exhibiting our Service Excellence standards: respectful, knowledgeable, helpful, and professional.  Simply put, great service is happening on our campus daily and it is important that it is recognized. 
When we share examples of exceptional service, we are fortifying a culture of Service Excellence within Arkansas Tech University.  It just takes a few minutes and the impact can be profound on the individual, the department, and our university as a whole. 
Cultural Norms at Arkansas Tech University

The ATU Way (We can tailor this, I just kept it as is because I like the concept - LF)
The things that everyone will assume of you as a staff member of Arkansas Tech University.
Innovation: 
Try new things but also exploring what you want to do and coming up with a way to make it happen (rather than “we can’t do that…”)
Positive Attitude and Avoiding Negativity: 
Don't get sucked into a "woe is me" attitude and don’t complain about things, even if they are “typical” complaints (i.e. lack of meeting space)
	We’re All Busy: 
Avoid “I’m so busy” or “I’m too busy”; the root here is never make excuses – think about what needs to happen for the task to be accomplished. Are there other resources (staff, programs, interdepartmental partnerships, etc.) available to help you meet a need?
	Truly Student Centered:
Put the students first in everything; hear their feedback as often as possible but be careful how and where you share that feedback (start with me); say yes when students ask you to judge and or participate in events; students expect an open-door policy and you need to deliver on that
	Student Satisfaction:
Part of being student-centered is focusing on student satisfaction; if you want to make something happen, connect it directly to student satisfaction; be concerned, always, with how satisfied students are and are not with your area
	Be the Expert:
Know your area…better than anyone on campus 
	Email:
Read your emails and respond (promptly – within 24 hours if at all possible, excluding weekends); pay attention to All Faculty & Staff emails and assume they apply to you unless you learn otherwise; NEVER send All Faculty & Staff emails without approval first; NEVER…NEVER “reply all” to All Faculty & Staff emails; have a proper email signature
	
	Out of Office:
Set your out of office email and voicemail message; understand personal days vs. vacation days vs. sick days vs. holidays vs. Spring Break days
	Dress:
Professional dress is the standard/default; never wear other schools attire on campus (even if you went there/worked there/love there) & don’t let your students leaders/employees do that either; wear ATU colors/gear as much as possible (especially on visit days, etc)
	Office Hours:
Our default office hours are 8:00am-5:00pm
	Visibility is Key:
Be at events and be seen around campus; visibility also comes in the form of participation in committees and special groups on campus – talk to your supervisor and your team as those opportunities present themselves
	Relationships are Central:
At the core of every successful employee at ATU is a keen ability to build effective relationships across campus; identify the key relationships to build and how to build those relationships; do not assume that email builds or maintains relationships


You Do You
You were hired because of what you bring to ATU, don’t lose sight of that.
	Professional Development:
Just as our students should be, you should always be learning; don’t assume a typical approach to your professional development – it should be effective for you and for ATU
	

Right Place, Right Time
These events are important enough to mark your calendar for now and make special arrangements to attend.
	Welcome Week – see which events you need to be and/or want to be involved in
	President’s Convocations
	Opening Weekend (Move-in Days) – as needed
	New Student Orientation – as needed
	Involvement Fair – as needed
	Family Weekend – as needed
	Homecoming – as needed
	Time-Out for Tech – as needed
	Faculty/Staff Holiday Party (ugly holiday sweater)
	Monthly Student Services Division Meetings 
	
Alphabet Soup
Acronyms that will help you get by on a day-to-day basis.
	RHA – Residence Hall Association
	NRHH – National Residence Hall Honorary
	CARE Team – Campus Assessment, Response, and Evaluation Team (behavioral intervention)
	SGA – ATU Student Government Association
	SAB – Student Activities Board
	EC – Executive Council (ATU President’s cabinet)






Know Your Way Around
Navigating the area – physically & virtually!
· Downtown Russellville: starts at the Pope County courthouse on the corner of Main St. and Arkansas Avenue – enjoy a variety of local dining and shopping options!
· Blackboard: the learning management system used by faculty & students in the classroom
· OneTech: the online, one-stop-shop for everything from Financial Aid to Campus Announcements
· Self-Service Banner: process time & leave reporting, access budget information, complete 
· requisitions, and much more
· Internet Native Banner: main database for student and vendor information
· ARGOS: main reporting application connected to Banner database








Adapted by Lindelle Fraser, Assistant to the Vice President for Student Services, Arkansas Tech University from a template created by Brian Gardner, Assistant Dean and Director of Student Involvement, Maryville University of St. Louis, bgardner@maryville.edu
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