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The reader can use CTRL + F to search for specific information.
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WELCOME

This comprehensive guide is designed to ensure a smooth, enriching, and productive onboarding
experience for new and existing managers to welcome and onboard new employees. It includes
essential tasks to be completed and provides sample templates to assist throughout the onboarding
process. If you notice potential missing items or broken links in this document, please contact the
Office of Human Resource Management (HRM) at hr@Isu.edu.

What is onboarding?

Did you know that employees who experience a strong onboarding process are 69% more likely to
stay with a company for at least three years? At Louisiana State University (LSU), ensuring high
employee engagement is essential to building successful and winning teams.

Onboarding at LSU is a comprehensive, year-long process designed to seamlessly integrate new
employees into our vibrant community. This critical phase of the employee lifecycle
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PRE-ONBOARD: PREPARING FOR ARRIVAL

Congratulations! Your new employee has been successfully hired in Workday. According to Gallup,
employees who experience a strong onboarding process are 2.6 times more likely to be engaged in
their work. To ensure a successful onboarding experience, hiring managers should follow the checklist
below. Additionally, departments can utilize the customizable departmental checklist template and
Departmental Software and Systems sample template.

The pre-onboarding is the next part of the process, which includes tasks that need to be completed
prior to your new employee’s first day.

The following is a checklist of tasks to accomplish prior to the new employee’s start date:

Status To Do Notes

Hiring Manager or Designee
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First Day

Status

To Do

If office space requires swipe access or keys, ensure employee receives access to the
office space.

(Tiger Card 16-digit number may be required to be provided to Building Coordinator for
swipe access).

Remainder of First Week

Status

To Do

Build Relationships

If the new team member is supervising others, schedule meetings for the new employee to
meet with each team member.

Provide information such as, Employee Identity Caucuses (Black; LatinX; LGBTQ+, Asian &
Asian American Pacific Islander; Disability), Staff Senate, and Faculty Senate.

Provide Safety Resources

Inform about emergency text messaging system, LSU Mobile App, and LSU Shield App.
Share information related to the University’s ‘Run. Hide. Fight” plan.

Watch a brief video on Run, Hide, Fight from the Louisiana Board of Regents.

Watch a related video from the Department of Homeland Security.

More about the Department of Homeland Security’s “Run, Hide, Fight” paradigm.

More information on the Office of Emergency Preparedness.

OFFICE OF HUMAN RESOURCE MANAGEMENT | 9

UPDATED 10/15/2024


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flsu-campaigns.omniupdate.com%2Ft%2Fd-l-v1l-v1l-v1l-v1l-v1l-d115587y9iK9v541.25>><</A[28v1l-v1l-v1l-v1l-v1l-d1155I23dex.4618_1vSe7B9240827-104I8l186%vo86%vo8674
https://www.lsu.edu/oep/
https://www.lsu.edu/administration/ofa/oas/acctpay/lacarte.php

Remainder of First Week

Status To Do

‘ ‘ Provide job description and employee work agreement.

Inform of e
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https://moodle.lsu.edu/course/view.php?id=11554#section-8
https://moodle.lsu.edu/course/view.php?id=11554#section-8
https://moodle.lsu.edu/course/view.php?id=11554#section-8
https://www.lsu.edu/administration/ofa/oas/acctpay/index.php

Remainder of First Week

Status To Do

Ask new team member if they have any questions regarding orientation topics (benefits
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Status To Do

Inform them of career development
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Status To Do

Per La. R.S. 42:31, it requires all unclassified employees earning $100,000 or more annually to
provide
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NINE MONTHS

Status To Do

Check-in

Discuss any changes to the organizational vision and strategic plans for both the university
and unit.

Check in on job performance, work goals, and future expectations to ensure that the
employee is performing at the best of their ability.

The following questions are recommended when understanding your employees
experience:
< How satisfied are you with your job overall?

Do you feel your role and responsibilities are clear?

< How do you feel about your progress on the goals we set at the beginning?

e What areas/tasks/projects are you enjoying the most within your position?

* Are there any aspects of your job that you find frustrating or unfulfiling?

< What challenges have you faced in the last few months, and how have you
addressed them?

e Are there any skills you would like the opportunity to develop more?

* Are there any areas where you feel you could benefit from additional trainings or
resources? So far, what trainings or resources have been most effective/beneficial?

e Isthere any professional development that interests you? (Including offerings on
campus)

e How can | further support you in your role?

Resources

OFFICE OF HUMAN RESOURCE MANAGEMENT |l 16
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DEVELOP

Professional Development Offerings for Employees
There are many on-
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To identify your departmental HR Analyst, in Workday search and select the My HR Contact for
Employees report.

Employee Perks

Discount services are available for entertainment, travel, employee wellness, personal finance, and
teaching/research aids through campus departments and campus vendors. For more information on
campus perks, visit the HRM Perk website.

Geaux Gold

The purpose of this program is to enhance employee engagement and help our new hires build a
lifelong connection to LSU and the Baton Rouge community. The program takes place in the Student
Union and lunch is provided. Registrations will be accepted on a first come, first served basis. To
register, visit Training and Event Registration.

Identity Caucuses
LSU has different identity caucuses to help employees connect with those across the LSU community.
The Office of Engagement, Civil Rights, and Title IX houses more information on each of these

caucuses.

Performance Management

The Continuous Performance Management (CPM) represents a continuous process of planning,
communication, evaluation, development, and recognition between the employee and the
supervisor. The process begins with a planning session for the manager to set major responsibilities,
goals, and review the competencies for employees. Please note: a Planning Session must be
completed by the manager within 30 days of the effective hire date in the following cases: a new
Classified/Unclassified/Other Academic employee is hired, or an employee begins another position
(lateral move/promotion/demotion/change job).

Each year, managers complete an Annual Evaluation that provides formal documented feedback
and offer development opportunities based on performance. For more information, visit the
Performance Management webpage.
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ONBOARDING RESOURCES

e [TS phone services for requesting a new phone number.

e |LSU branded stationary

e Sample welcome schedule

« University Policies

+ Departmental Software and Systems Sample Template

Welcome Email from Manager
Hi [employee’s namel],

Welcome to Louisiana State University [Office Name]! We are pleased you are joining us on [hire
date].
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Common Campus Contacts

Office/Department

Phone
Number

Main Email Address

Campus Location

Police Department

225-578-3231

lsupd@lsu.edu

204 South Stadium
Road

Office of Human Resource

Management

Facility Services

OFFICE OF HUMAN RESOURCE MANAGEMENT

225-578-8200

225-578-3186

hr@Isu.edu

facilityservices@lIsu.edu

110 Thomas Boyd

Facility Services
Building, Engineering
Lane
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