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You play the most important role in orientation. By making sure that new employees have access to the right tools, 
information and people to be successful, you will help them become productive quickly and reinforce that they 
made the right choice in coming to Carleton. 

New employees need access to basic information about their role and the environment in which they will be 
working. They also need a sense of belonging and reassurance that they will have the support they will need to 
make a valuable contribution in their new job. 

 

THREE PHASES OF THE NEW EMPLOYEE ORIENTATION 
 
Phase 1 – Getting Started, Day 1 
 
New employees will attend a two-hour session with 
Human Resources as their first activity on their first day. 
In this session new employees will be introduced to 
Carleton University and many of its departments and 
services.  It also gives them time to set up their 
benefits, life insurance, pension and payroll. 
 
Phase 2 –Departmental Introduction 
 
Managers play a key role in orienting new employees by 
ensuring that the workplace is properly prepared and 
employees understand their role, the expectations and 
Carleton’s culture. The Guide for Managers, Manager 
Checklist and Buddy Checklist will help make sure that 
nothing is missed in the new employee’s first days, 
weeks and months on the job. 
 
Phase 3 – Welcome to Carleton, The First Six Months 
 
This half-day orientation session is held twice a year 
and coordinated by Human Resources. It provides 
employees with the opportunity to meet some of 
Carleton’s senior leaders who will speak about our 
current initiatives and future direction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEW EMPLOYEE ORIENTATION SUPPORT 
 Assign a Buddy. Appoint someone in your 

department that can show the new employee 
around and answer any general questions that they 
may have. An ideal Buddy is someone who is 
positive, patient and social.  

 
 Help them get to know the team. Make sure the 

new employee has an opportunity to find out what 
projects other members of your group are working 
on and what their responsibilities are. You could 
have the new employee meet with other team 
members individually, or set aside some time at 
your next department meeting to have each person 
in your group outline their responsibilities and 
projects. 
 

 Have meaningful work ready for the new 
employee. People get frustrated when they are 
given ‘make-work’ tasks to fill their time. At the 
other extreme, new employees may be expected to 
pick up where the previous person left off (and also 
catch up on the work that has been piling up since 
that person’s departure). Throwing new employees 
in over their heads to either ‘sink or swim’ is not 
constructive. New employees need to be able to 
test the waters and gain confidence. Select work 
assignments that the new employee is able to do 
successfully. 
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The goal is to ensure that the new employee has a full 
understanding of how things work and what it takes to 
be successful. Take this opportunity to do whatever you 
can to help them transition into the role as easily as 
possible and set the tone for a mutually beneficial 
working relationship. 
 

If you have any questions about the New Employee 
Orientation program, please contact Human 
Resources. 
 
Human Resources 
Carleton University 
507 Robertson Hall 
www.carleton.ca/hr 
 

 
 

 Discuss organizational norms. Pass on your skills, 
as well as your wisdom, about how to be successful 
at Carleton. Remember, the employee may have 
come from a very different environment and it 
takes time to learn the unwritten rules about how 
an organization operates. Advise the new 
employee of “do’s and don’ts” within your 
department and the university. Discuss problem 
resolution and standards expected. 
 

 Be accessible. As soon as the employee’s start date 
is confirmed, block some time to spend with the 
employee on the first day. Try to also set aside 
some time at the end of the day to see how the 
employee is feeling. At this point, the employee 
may be a bit overwhelmed and a few words of 
encouragement can go a long way.  

 
 Set expectations. All employees need to know 

what performance is expected of them. New 
employees will need to be told what the important 
aspects of their performance are, and may also 
need some help in developing work skills to make 
them more effective in their jobs. Give guidance on 
how you would like tasks to be performed and 
communicate the requirements clearly, providing 
examples that illustrate the correct way to 
complete an assignment. Set the due dates and ask 
the new employee how they intend to approach 
the assignment. 
 

 Monitor work and provide feedback. Review work 
progress early and often. Provide guidance as 
needed and reinforce progress as well as 
excellence.  As the employee settles into the job, 
you should be giving feedback on how he or she is 
doing and anything that you would like done 
differently. 
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