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NEW MANAGER GUIDE
ORIENTATION 

CHECKLISTS and TOOLS
‘The First 90 Days’
Congratulations on your appointment to your new management role within Counties Manukau District Health Board.
INTRODUCTION
This handbook will guide you through a 12 week programme which is intended to assist new managers in making an effective transition into the organisation and/or a new management role within CMDHB.. It does not provide the learning materials but is intended to provide checklists to ensure that with the assistance of your line manager, you cover off the main generic areas for a thorough orientation. When you have completed this stage, your manager will sign off the final checklist with you and this will be added to your personnel file as a record of your achievement.  
The checklists within this guide will assist you to gain familiarity with systems, programmes and people necessary for you to effectively carry out your work functions as a new manager within Counties.

The next step in your development as a manager will be participation in the Foundations of Management, a 5 month, 10 module skill development programme.

For further information on this you can visit the Learning & Development website on Southnet. 
http://southnet/Learning-Development/default.htm   
CHECKLISTS

Before you start to work through the checklists starting on page 4, please note that they are intended for use with new managers (i.e. those people who have never been in management positions before) and for new managers to CMDHB (i.e. people who may have been in other management roles but who are new to this organisation).  Depending on which of these two groups you belong to, your needs will be different and the checklists should be used as guides and not absolutes.  Whilst items are grouped in a logical sequence, the timing and completion of certain tasks will differ depending on your individual situation.  The checklists are generic guidelines to assist with the total orientation process.
At the back of this handbook you will find an ESSENTIAL DETAILS and KEY CONTACTS page which your manager will assist you to complete as an easy way of identifying key supports and employee information for you in your new role.
RESPONSIBILITIES
As a manager within CMDHB you will have many and varied responsibilities.  When looking at the issues identified for you within your orientation it is useful to understand the rationale for inclusion of the activities.  
This guide serves as a general induction for new managers.  Individual services areas will need to add to the checklists (contained in this booklet) as appropriate to the specific role.  
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To manage your responsibilities here are some of the tools / resources you may use;

	Staffing
	One Staff, Management Kiosk, Taleo, Annual Performance Review, Payroll Reports, HR Toolkit

	Budget
	Oracle, the Business Manager, your Budget, Payroll Reports

	Quality
	Quality and Risk Management Website, Quality Standard Plans, Quality Improvement Plan

	Outputs
	Concerto, Patient Information Management System, Ward Inpatient Management System, Occupancy and Volumes measures, Hospital Capability (CAP) Plan


N.B. Employee Kiosk provides access to details about your pay, personal information, employee position and leave.
FIRST DAY CHECKLIST

	TASK
	Tick when completed

Mark N/A if not applicable

	Initial Meeting with Line Manager – go over timetables, documents supplied, provide keys, and answer any immediate questions
	

	Meet Buddy if applicable – go over buddy contract
	

	Handover meeting (if person acting in role previously is available)
	

	Meet with Administrator (or Buddy) to go over telephones, voicemail, fax, photocopier, intranet, mail procedures, stationary supplies etc
	

	Go to Parking Office – get staff parking card (if parking is required)
	

	Get Security ID by 12pm 
	

	Tour – facilities (kitchen, toilet, fire exits, first aid kits etc) and meet key personnel available
	

	Introduction to Emergency Procedures – you should be provided with information about them 
	

	Code of Conduct – employee to read if you have not already done so pre-employment
	

	Search the Intranet – when time allows, searching the Intranet will assist you to find information about CMDHB. Continue to do this throughout your induction period as time allows.
	

	Reading material as provided
	

	Work Task(s) as appropriate

	


WEEK ONE

	TASK
	TICK WHEN COMPLETED

	Understanding the role – within organisation and team – your manager or buddy should assist
	

	Access to personal data – Employee Kiosk
	

	Access to staff data – Management Kiosk
	

	Introduction to Administrative and Secretarial Support available
	

	Access to Union Information (for yourself and staff)
	

	Occupational Health: Meet with Health & Safety Representative, visit the OCC Health Website
	

	Learn how to log Staff Service Centre (SSC) and Information Services (IS) queries
	

	Training – see checklist for any induction training falling within week one
	

	Attend any scheduled meetings

· 
	

	Familiarity with Health Alliance services – see intranet (Southnet), read Service Level Agreement (abridged version for summary)
	

	Relevant legislation – provide and discuss (this will be ongoing) e.g. Privacy Act and Health and Safety in Employment Act, Health Practitioners Competence Assurance Act etc
	

	Managing Payroll issues – Log query on Southnet, if no response within a few hours, ring payroll as follow up - speak to line manager if necessary
	

	Fill in Key Contacts page at back of Employee Handbook
	

	Specific Work Tasks as outlined by your line manager


	


WEEKS TWO TO FOUR

	TASK
	WEEK

ONE
	WEEK

TWO
	WEEK

THREE
	WEEK

FOUR

	Discuss responsibilities for immediate reports – line manager
	
	
	
	

	Policies – provided with copies by line manager, read policies, sign off if required
	
	
	
	

	Learning & Development (L&D) needs – employee to identify any needs that arise additional to induction training
	
	
	
	

	Complaints and Incident Management – buddy or line manager to discuss in addition to Incident Reporting training
	
	
	
	

	Decision Support – introduction regarding access to reports – line manager / business manager  
	
	
	
	

	Key People to meet

· Business Analyst / Manager
· Human Resources Manager / Advisor(s)
· Quality Improvement Educator/Manager
· Health and Safety Representative

· Other (position dependent) key people


	
	
	
	

	Scheduled Meetings

· 
	
	
	
	

	Work Tasks – as specified by line manager
· 
	
	
	
	

	Manager Check In Meetings - Monitor progress / Developmental review / Feedback 

End of Week Four – evaluate the orientation with your line manager
	
	
	
	


THE SECOND MONTH - WEEKS FIVE TO EIGHT 

	TASK
	WEEK

FIVE
	WEEK

SIX
	WEEK

SEVEN
	WEEK

EIGHT

	Review meeting with line manager
	
	
	
	

	Contracts – familiarity with types of contracts for staff
	
	
	
	

	Scheduled meetings
· 
	
	
	
	

	Specific Work Tasks
· 
	
	
	
	

	Taleo – has training / access been provided?
	
	
	
	

	Oracle / Procurement / CAPEX (Capital Expenditure) – training and sit down with Business manager or analyst to assist with this
	
	
	
	


THE THIRD MONTH - WEEKS NINE TO TWELVE 

	TASK
	WEEK

NINE
	WEEK

TEN
	WEEK

ELEVEN
	WEEK

TWELVE

	Work Tasks – as provided
	
	
	
	

	Set Key Performance Objectives and Development Plan (to be completed within the first three months)
	
	
	
	

	Work through conducting Performance Reviews of Staff with line manager 
	
	
	
	

	Identify any further education or training requirements not covered in stage two of the programme
	
	
	
	


ESSENTIAL TRAINING CHECKLIST
	COURSE
	DATE OF COURSE
	MANAGER SIGN OFF WHEN COMPLETED

	WELCOME DAY
	
	

	RISKY BUSINESS - OCCHEALTH TRAINING 
	
	

	LEAVE MANAGEMENT TRAINING 
	
	

	MANAGING CULTURAL DIVERSITY 
	
	

	INCIDENT REPORTING
	
	

	TIKANGA BEST PRACTICE
	
	

	PACIFIC CULTURAL COMPETENCIES IN HEALTH
	
	

	IS TRAINING (PIMS, One Staff, Concerto, Oracle etc)
· ONE STAFF
· ORACLE

	
	

	
	
	

	
	
	

	
	
	


THE FINAL CHECKLIST
	ITEM
	EMPLOYEE SIGN OFF
	MANAGER SIGN OFF

	All compulsory training attended.
Please include copy of essential training checklist sheet signed off as record of individual courses
	
	

	Familiarity with Key Policy and Procedures
· Code of Conduct

· Confidentiality/ Privacy

· IT policy

· Health and Safety etc

· Leave
· 
	
	

	Familiarity with Key Contacts and location of key information
	
	

	Familiarity with main systems including IS.
· One Staff

· Kiosk etc


	
	

	Familiarity with core roles and responsibilities
· 
	
	

	Key Performance Objectives and Development Plan completed
	
	


The original of this document should be detached from this booklet once completed and placed on your Personnel file to indicate completion of stage one of the Manager Induction Programme.   A copy should be retained by you and your manager.
YOUR ESSENTIAL DETAILS

	Email address
	

	Mobile phone number (if applicable)
	

	Phone number (and extension)
	

	Cost Codes
	

	Employee Number
	

	User name
	


QUICK FIND KEY CONTACTS
	Name
	Role
	Number

	
	Line / Service Manager
	

	
	Daily Operations Unit
	

	
	Business Manager / Analyst
	

	
	HR Manager / Advisor(s)
	

	
	Quality Improvement Educator/Manager
	

	
	OCC Health
	

	
	Security
	

	
	Other Key people depending on role e.g. CNE, CND, Clinical Director, Hotel Services, Orderlies, Food Services


	

	
	· 
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