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	Purpose
	Facilitator
	Objective
	Resource/Information
	Date/Time

	Core Components 

	First Week 

	Core Curriculum
	Incumbent Department
	· Introduction to Team
· Building Tour

· Assignment of Work Space

· Overview of Department

· Campus-Wide Interactions

· Key Relationships 
· Brief Overview of Welcome Binder Documents
· Overview of Key Deliverables Processes and Timelines
	Jane Doe, Dept. Director,

Ext. 6-2033
	5/20/20
8:30-10:00 

	Core Curriculum
	Incumbent Department
	· Sign all necessary new employee paperwork (I-9, Employee Info Form, W-4)

	Sally Jones, Support Staff
	5/20/20
10:00

	Core Curriculum
	Accounting Services – Computing Administration,
(Location)
	· Overview of Role and Unique Responsibilities 

· Voice Mail Overview and Set-Up
	Data Control Specialist
Ext. 6-3004
	5/20/20
11:00

	Meet & Greet
	Incumbent department
	· Welcome Lunch w/Core Team @ Hanover Inn
	Jane Doe, Dept. Director
Ext. 6-2033
	5/20/20
Noon

	Core Curriculum
	Accounting Operation & Controls
	· Overview of Accounting Operations Controls and Responsibilities 
	Director of Accounting Operations and Controls 

Ext. 6-1634
	5/20/20
3:30

	Core Curriculum
	Controller
	· Welcome

· Controller’s Office Departmental Overview
· Departmental Goals/Vision/Themes/Leader Expectations

· Current Projects
	Controller
Ext. 6-3001

Director of Financial Reporting

Ext. 6-0266
	5/20/20
4:00

	Core Curriculum
	Incumbent Department
	· Check-in 
	Jane Doe, Dept. Director
Ext. 6-2033
	5/21/20
8:30

	Core Curriculum
	Incumbent Department
	· Campus Tour
	Assistant Director
Ext. 6-2222
	5/21/20
10:30

	Meet & Greet


	Internal Partner
	· Overview of Financial Reporting, Role and Unique Responsibilities and Deliverables 
	Financial Analyst

Ext. 6-0594
	5/21/20
11:15

	Meet & Greet
	Internal Partner
	· Overview of Internal Controls, Role and Unique Responsibilities and Deliverables
	
	5/21/20
1:00

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	First 30 Days

	Meet & Greet
	Internal Partner
	· Overview of Financial Reporting, Roles and Unique Responsibilities and Deliverables
	Financial Analyst

Ext. 6-2905 
	5/21/20
2:00

	Core Curriculum
	ID Administration
	· Obtain Dartmouth College ID Card and related coding
	Thayer Dining
2nd Floor
	5/23/20
Open

	Core Curriculum
	Safety and Security
	· Building Access (Keys) 
	Key Desk
Ext. 6-1463
	5/23/20
Open

	Core Curriculum
	Financial Reporting
	· Transition of Quarterly Process – Provost Division
	Financial Analyst

Ext. 6-2905
	5/23/20
9:00

	System Training

	Incumbent Department
	· E-Mail and Calendar Overview 
· Update Profile on Directory

· Review User Manuals
	Data Control Specialist

Ext. 6-3004
	5/24/20
1:00

	Meet & Greet
	Accounting Services 
	· Overview of Accounting Services, Role and Unique Responsibilities and Deliverables
	Accounting Services Supervisor

Ext. 6-3006
	5/24/20
2:00

	Core Curriculum
	Financial Reporting
	· Detailed Discussion of Quarterly Process

· Time Line 

· Division Assignments

· Review of Prior Periods Documents
	Director of Financial Reporting

Ext. 6-0266
	3/28/20 – 



	Core Curriculum
	Financial Reporting
	· Transition of Quarterly Process – Provost Division
	Financial Analyst

Ext. 6-0594
	3/30/20
10:30

	Core Curriculum
	Financial Reporting
	· Journal Entry Review Process
	Financial Analyst

Ext. 6-0594
	3/30/20
1:00

	Core Curriculum
	Assistant Provost 
	· Division/Operations Overview
	Assistant Provost 
Ext.6-2404 
	3/30/20
2:30

	Meet & Greet
	Budget Office 
	· Overview of Budget Office, Role and Unique Responsibilities and Deliverables
	Budget Planner/Analyst

Ext. 6-3952
	3/31/20
2:00

	Core Curriculum
	Human Resources
	· Attend New Employee Orientation and Benefits Overview 
	L&D

 ext. 6-4064

7 Leb –

HR Training Room
	4/3/20
8:30-4:00

	Core Curriculum
	Financial Reporting
	· Quarterly Reporting and FY07 Budget Review Processes
	Director of Financial Reporting

Ext. 6-0266 

Financial Analyst

Ext. 6-2905
	4/5/20 – 5/12/20

	System Training
	Computing Administration
	· Email & Other Dartmouth Computing Utility Basics
	Instructional Center
	4/14/20
9:00-12:00

	Core Curriculum
	Incumbent Dept
	· National Conference on XYZ
	Dept Director


	6/12/20-6/16/20
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	· 
	
	

	30 – 60 days

	Meet & Greet
	Accounting Services – Cashier’s Office
	· Overview of Cashier Operations, Role and Unique Responsibilities and Deliverables
	TBD
	TBD

	Meet & Greet
	Human Resources – Talent Acquisition
	· Onboarding check-in
	TA Consultant, Ext. 6-8838
	

	System Training
	Computing Administration
	· FAS Basics I
	7 Lebanon St.–

HR Training Room 
	5/3/20
9:00-11:00

	Meet & Greet
	Supported division or department
	· Division/Operations Overview
	
	TBD

	Meet & Greet
	Supported division or department
	· Division/Operations Overview
	
	TBD

	Meet & Greet
	Supported division or department
	· Division/Operations Overview
	
	TBD

	Core Curriculum
	Incumbent department
	· Check-in (weekly)
	Jane Doe, Dept. Director

Ext. 6-2033 
	Weekly

Day TBD
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	· 
	
	

	60 – 180 days 

	Core Curriculum
	Division Offices
	· Departmental Operations Overview for with in assigned Division
	TBD
	TBD

	Core 
	
	· 
	
	

	Core Curriculum
	L&D
	· Effective Meeting Skills
	L&D
Ext. 6-2904
	TBD

	Core Curriculum
	L&D
	· Writing and Communications Skills
	L&D
Ext. 6-2904
	TBD

	Core Curriculum
	L&D
	· DartSmart Management Training
	L&D
	TBD

	Core Curriculum
	Incumbent Department
	· Check-in (weekly)
	Jane Doe, Dept. Director

Ext. 6-2033
	Weekly

Day TBD

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	


An Onboarding and Transition Plan will provide clarity to new employees and those currently covering the responsibilities within the role. The plan should include:

· A timeline; gradual or immediate transition of work

· Training responsibilities; supervisor, employee covering the responsibility or technical specialist

· Communication of plan; department, co-workers and campus colleagues

A thorough work transition plan provides clear expectations for the new employee, co-workers and campus colleagues. Depending on the nature of the work, the plan can range from a few weeks to a few months in duration.
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