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	SAMPLE

Highlander Orientation (HIRING MANAGER PLANNING)
John Smith
Position - Director


	
	Program Component
	Responsible Person

	Pre-First Day
	( Meeting with Vice Chancellor
	

	
	( All-hands department meeting to introduce John to staff 
	

	
	( Order/Set-up computer

Ensure computer has proper systems access and programs- Net ID – Temporary desktop computer initially, 
	

	
	( Order/ set-up cell phone
	

	
	( Order business cards
	

	
	( Add  to groups and distribution lists
	

	
	( Ready desk/office area
	

	
	( New hire paperwork – give to John at meeting
	

	
	( Enroll in New Staff Orientation
	

	
	( Provide Organizational chart/s and phone book
	

	
	( Collect new hire paperwork and answer any questions
	

	First Day
Monday, March 3rd
	Welcome basket with UCR Citrus, UCR insignia items
	

	
	Computer, systems, logging in overview
	

	
	Lunch – Arroyo Vista Restaurant, Alumni Center – 11:45 a.m.
	

	
	( Parking permit
	

	First Week
	Tour of Operations – introduction to Management Team 
	

	
	Meet with project managers to go over status of projects
	

	
	DOJ/FBI Background Check at UCR Police
	

	
	Meet with VC  to go over goals, performance assessment, professional development activities
	

	First Month
	Meet with Benefits Manager (optional)
	

	
	Attend New Staff Orientation 
	

	First 12 Months
	Go -To Buddy – Someone to reach out periodically to offer help with UC and UCR business systems and budget navigation
	


( = Program component completed
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