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New Employee Orientation    
 
Audience This policy applies to all employees with the exception of those

employees who are required to attend the Nursing Service orientation
through the Nursing Service’s Educational Resource Center.

Introduction Orientation is designed to acquaint new employees with UTMB's
history, mission, and goals.  It will provide necessary policy,
procedure, health, safety, and security guidelines for new employees,
as well as an overview of available benefits.

Policy All new employees shall attend an orientation session in accordance
with the guidelines listed below.

 Guidelines It is the responsibility of the employee’s immediate supervisor to
ensure that the employee reports for scheduled orientation.  The
Orientation Team of the Human Resources Department or the
Correctional Managed Care (CMC) Regional Human Resources Office
will follow up with the appropriate supervisor regarding new
employees who fail to attend as scheduled.

All employees, including off-campus employees (work site not based in
Galveston) will be scheduled for orientation by the Human Resources
Department (HRD).  The Orientation Team of the Human Resources
Department or the CMC Regional Human Resources Office will notify
the appropriate department staff of the assigned orientation dates. 
Departments are encouraged to have off-campus employees attend
orientation. If an off-campus employee is unable to attend orientation,
departments may contact the HRD to obtain the necessary orientation
materials.  New employee orientation for CMC employees will be
conducted at the appropriate CMC Regional Human Resources Office,
unless otherwise designated. 
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Guidelines
(cont’d)

Orientation will be offered on a weekly basis both for employees
eligible for the Optional Retirement Program and employees eligible
for the Teacher Retirement System. Correctional Managed Care new
employee orientations will be conducted on a bi-weekly basis.

Special group orientations may be arranged by contacting the
Orientation Team of HRD or the Correctional Managed Care Regional
Human Resources Office.
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	program_name: New Employee Orientation - Welcome and Overview
	new_version: Yes
	existing_version: Off
	version_number: 
	internal: Yes
	external: Off
	funding_source: NEO Account #250682
	amount: $7700.00 (estimate)
	coord_name: Sheri Contella, Phaedra Goffney, Angela Tyson
	email: srcontel@utmb.edu, pgoffney@utmb.edu, amtyson@utmb.edu
	phone: (409) 747-6700
	program_reason: Ensure 100% compliance for off site staff (Austin Women's Hospital, remote clinics, etc)
	required: Yes
	optional: Off
	audience_entity: All Entities (remote staff)
	audience_job: All new employees, contractors and students (remote staff)
	requirement_reason: IHOP Policy #3.6.4 - New Employee Orientation (see attached)
	time_requirements: One time only
1 hour
	yes: Off
	no: Yes
	consequences: New employees will not receive proper orientation regarding the policies and procedures, UTMB's history, mission and goals, employee programs and sevices and information explaining necessary forms and requirements.
	evaluated: Institutional Online Training Advisory Group
	objectives: Educate new employees on:
-the history of UTMB
-key buildings on campus
-UTMB facts and figures
-the Core Purpose, Values and Strategies
-Professionalism at UTMb
-the UTMB Honor Pledge
-UTMB's specialty services
-employee programs and recognition
-required forms
	modules-structure: Introduction
Module 1 - About UTMB
Module 2 - UTMB's Purpose and Values
Module 3 - Programs and Services
Module 4 - Forms and Important Information
	pre-test_post-test: No
	none: Off
	beginner: Yes
	intermediate: Off
	advanced: Off
	not_known: Off
	unknown: Off
	high_school: Yes
	college: Off
	advanced_degree: Off
	recommended_audience: Varies dependent upon the user.
	at_utmb: During New Employee Orientation every Monday
	outside_utmb: 
	submitted_by: Angela Tyson
	submit_date: 5/20/2005
	yes_2: Off
	no_2: Off
	pending: Off
	decision_date: 
	comments: 


