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APPOINTING MANAGER GUIDE
ORIENTATION

CHECKLISTS and TOOLS 
‘The First 90 Days’
INTRODUCTION

As an employing manager, it is appreciated that your time is limited and it may sometimes be difficult to make time to deal fully with the induction of a new employee.  It may seem that this is one of those extra tasks that you must perform along with your key duties however time spent now will ideally save time in the future.  It will mean that your new manager will be up and running in an effective and efficient manner sooner and will be a happier new employee which will reduce the likelihood of staff turnover.  In addition, it should mean that he / she will make fewer mistakes, causing fewer problems down the line.

Research would suggest that new employees like to feel productive early on.  It is for this reason that it would be advisable to prepare work tasks for the new manager to perform from day one. However, care must be taken not to overload and give  new managers a sense that they are being “thrown in the deep end” without appropriate support and time to orientate themselves. 
You will need to read through both this and the new manager guide as you are the person responsible for the new manager’s orientation as a whole.  Please delegate as many tasks as you can to save you time.

TOOLS TO ASSIST

· Pre-arrival checklist – page 4
On page 4 you will find the pre-arrival checklist.  This acts as a reminder and prompt for activities that should ideally take place prior to your new manager’s arrival.  It is a generic guide and may be adapted and added to as appropriate.  It is in no way meant to be a complete list of all activities required for every new manager.   

· Checklists for the first three months – page 5 & 6

You will find checklists for the first three months and a training checklist on page 5.  You may choose to use these in conjunction with the new manager’s handbook to guide you in what assistance you will need to provide to ensure that the new manager obtains all required information. The checklists for the first three months in this booklet are no substitute for going through the employee’s booklet with them to organise access to the correct information each step of the way.
· The electronic file  - Southnet
To assist you in accessing all the correct documentation and forms (of which there are many) during this busy start up phase with the new employee, please visit the HR site on the Intranet and go to Forms and then New Start/Induction Forms.  On this page you should see a list of pre-start forms and other essential forms required.  

Links are provided to save time and they will take you directly to the forms required.  

Should you find that any forms are missing from this page, please  contact Carole Stiles Learning & Development Administrator (xtn 2277 or carole.stiles@middlemore.co.nz) and they will be added accordingly.  We appreciate your assistance with this.

· Key Contacts and Information Sheet -  final page of the new employee’s booklet
At the back of the employee’s booklet you will find this sheet which you will need to assist your new manager to complete.  This is useful as it will be information and people that the new manager should become familiar with early on.  It should save them time looking for information when needed. 

· Use of a buddy – page 7, 8 and 9

It is often helpful to have a peer support person or ‘buddy’ assigned to assist the new inductee within the first three months of employment.  This is a decision that you as the employing manager must make. 

Selection of a buddy will be important.  The great advantage of utilising a buddy is that they are able to provide additional time and support as a peer to the new inductee.  It can be helpful to you as a manager and it can be a good addition to the buddy’s CV – a possible win / win situation.  

However, you need to carefully consider the person who you are approaching to be a buddy and be clear about their role.  The risk involved in this process is that the buddy could pass on information that is not correct and give the new manager incorrect guidance about processes and procedures.  You must trust that the person you are approaching for this role will pass on accurate information and know when to refer the inductee to someone else when they are unsure of information.  

There is no additional payment attached to this role.  

Please see the Buddy Notes (written for you to provide to the prospective Buddy) and a sample contract on pages 6 and 7.
· First month evaluation questions – page 10

You will find some general questions that you may choose to use as a starting point to the evaluation that should take place after the employee has been in position for one month and three months respectively. 

· Timetable Template – page 11

A generic timetable template.

PRE-ARRIVAL CHECKLIST 
	TASK
	Who is

responsible?
	Tick when 

completed.

	Complete documentation and Liaise with Recruitment to ensure all paperwork is received on time and that they have been booked onto next Welcome Day
	
	

	Inform team and staff of the new manager’s appointment and scheduled start date , send out a Group Exchange announcing appointment
	
	

	Review new recruits job description, CV and interview notes to identify what may be key training needs. Ensure there has been notification to One Staff of start date.
	
	

	Schedule formal introduction to wider team
	
	

	Ensure IS Request Form is completed and follow up with IS to ensure it has been actioned
	
	

	Ensure that the Recruitment File for the new employee is received in the SSC before start day – this is the key to getting the person paid on time
	
	

	Arrange a meeting time for Day One with an Admin Staff member (or Buddy) to set up voicemail, explain telephones, fax, photocopier, intranet, mail procedures etc
	
	

	Ensure that the new manager is added to staff in and out boards and email lists 
	
	

	Ensure workstation or office is ready – including relevant stationery supplies, ordering of business cards, door signs, computer etc 
	
	

	Order Uniform, Business Cards, Door signs etc if applicable 
	
	

	Make contact pre-arrival – remind the new employee to bring relevant documentation and CMDHB orientation booklet, check documentation completed and that the H&S pre-screening has been received by Occupational Health and Safety, confirm with the new employee what the arrangements will be for the first day e.g. time of arrival, where to go, who to ask for, parking etc
	
	

	Prepare individual timetable – schedule training, appointments to relevant meetings etc – see template
	
	

	If you wish to use a Buddy, read guide and select Buddy. Meet with Buddy to go over expectations and arrange meeting between new start and Buddy.
	
	

	Gather useful reading material and crucial documents.  You should inform your new manager where they can locate key documents or alternatively provide them with a copy.
	
	


THE FIRST THREE MONTHS
Whilst the guides are self explanatory and will guide you through tasks that need to be attended to,

 the following is a summary of your involvement in the orientation over the first three months;
	First Day / Week tasks

	Introductions – team, buddy, and people who will be providing key information

	Initial Meeting – explain roles, place within organisation and team and structure of tier below (direct reports), discuss organisational training and development and provide access to information about these (preferably online).

	Ensure that they are provided with support to cover off introductions to Kiosk, Union info, SSC / IS queries and payroll issues

	Check all relevant materials are available – go through them with new start

	Organise work tasks that are appropriate for week one and ensure timetable is completed

	Check in meeting at the end of week one to see how the week went

	Fill out Key Contacts page in Employee Handbook


	First Month tasks

	Weekly check in meetings

	Meet to discuss responsibilities for immediate reports

	Ensure complaints and incident management processes are understood (in conjunction with Incident Reporting accessed through Quality website)

	Provide information regarding reporting requirements in conjunction with information provided by Business Manager (it may be that the Business Manager will cover off necessary material here)

	Provide work tasks appropriate for first month and ensure timetable is completed

	Evaluate orientation process at the end of the first month – see sheet attached for suggested questions


	Second Month tasks

	Review Meeting

	Introduce them to contract types for staff 

	Check that Talao training is / has been / will be provided

	Check that Financials have been covered – ideally with Business Manager / Analyst


	By the end of the Third Month

	Key Performance Objectives and Development plan completed as per CMDHB policy

	Ensure that the new manager is familiar with performance issues and Performance Review process and requirements for their direct reports

	Evaluate the orientation programme


	Training

	Ensure new start is signed up for required courses

	In addition to standard training courses ensure the new start is familiar with Financials and Reporting requirements, Contracts, Performance Reviews etc. as outlined


Final Checklist

The final checklist is contained in the employee’s guide and following completion of the first three months of employment, you should sit down with your employee and complete the final checklist. It is also useful to look at the list regularly throughout the first three months when you have check-in meetings with your employee to ensure he or she is on track for completion after three months with CMDHB.  It is your responsibility to fill in the relevant policy, procedures, systems, roles and responsibilities in the spaces provided as they will differ depending on the manager’s role.  

Once the final checklist has been signed off by both you and your new manager, a copy should be provided to your new manager and it is advisable for you to also retain a copy as the employing manager.  The original signed document should be sent to the Staff Service Centre to be placed on the employee’s personnel file as a record of them having completed the requirements of the new manager’s induction.
NOTES FOR ACTING AS A “BUDDY”

If you are considering acting as a buddy for a new employee or someone new into a management role you should consider what this role will mean for you.

As a “Buddy” you will:

· Help support someone new into a management role or new into the organisation – depending on what category your inductee falls into you will need to tailor your assistance to match

· Assist the organisation by helping someone perform in their role more efficiently and effectively faster than they might have without your support.  People who feel supported and able to function within their role are less likely to be looking for other opportunities outside of the organisation.

· Share your experiences

· Share your knowledge

· Widen your own understanding of the organisation and how it works

· Practice skills e.g. listening, negotiating, contracting

· Broaden and add to your own CV

Please note: You will not receive an additional payment for acting in this role but may use this as a point of discussion at your next performance review.

You can discuss the culture, style, unwritten rules and conventions of the organisation.  Provide the unofficial guide!
This role involves a commitment on your part and a commitment by your manager to give you release time to support the new inductee.

TIPS – SHOULD YOU DECIDE TO PROCEED:

· When you meet the person you will be assisting them to find out where they are at, what’s going on for them and follow their lead.  

· Be friendly and approachable and answer questions they may have

· Avoid information overload – you will, no doubt, have much information that you can share with the inductee and that will be part of the reason you were nominated for this role.  However, restrain yourself as the inductee will already be faced with a lot of new information.  Let them guide you as to what information they want.

· You are not required to give out personal contact information for contact outside of working hours – this is entirely at your discretion as to whether you feel comfortable and happy doing this.

Be careful not to impart information about processes and procedures that you are not clear about – it is better that the new employee is directed to someone else for help in these areas and lastly, thank you for assisting CMDHB in this way.
BUDDY GUIDE

PERSON SPECIFICATION

· Empathetic

· Trustworthy

· Possesses coaching skills

· Good communication skills

· Good listener

ROLE – to provide opportunities for:

· Ongoing support

· Peer learning

· Trouble shooting

· Goal setting – with care taken not to interfere with performance goals etc

____________________________________________________________

CONTRACT
I .............................................. agree to act as a work buddy for .......................................

for a period of 3 months beginning ............................. and ending ....................................

Confidentiality

I will act as an informal support person for ...................................... and as such will maintain confidentiality unless there is :

1) a safety issue,

2) an issue of policy or law,

3) an agreement between the parties (buddy and inductee)

That provides for or necessitates the sharing of information.

Boundaries

I have no line management responsibilities in respect of the inductee and will provide informal advice and support only.  I am not responsible for the co-ordination or management of the formal induction programme for the inductee.

Availability

Within the first month of the inductee’s employment both the inductee and the buddy will be released for a period of one hour per week to meet and discuss issues arising for the inductee. This meeting will take place at a mutually agreed location.  For the remaining period of this contract, the parties will meet fortnightly as required.  The respective manager(s) of the parties agree to this minimum release time.

Flexibility of Contact

The parties agree that there may be contact via telephone and / or email in between meeting times for further advice or support.

Other issues

Review and Evaluation

At the end of the term of this agreement, the parties will have one further meeting to consider what went well and what might be done differently in this process.  The information is intended to assist both individuals and the organisation identify opportunities for learning.  Consider feedback to your manager(s).

Signed
1) ................................inductee

2) ................................buddy

3) ................................manager 

4) ...............................2nd .manager (if applicable)
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