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Having a written plan for orienting a new employee not only helps you present information in an organized way, but also helps you think through everything that you want to cover. This sample reminds you, the manager, what meetings you’ll need to schedule with or for the new employee, and then provides a sample agenda for topics that you’ll want to discuss in detail during this staff member’s first days.

ORIENTATION MEETINGS TO SCHEDULE
The items listed in the grid below should help you create your new hire’s first-week schedule. 

	Meetings with You, the Manager
	Meetings with Other Staff 

	First Day: Schedule your first check-in to review and discuss:

· First-week schedule 
· Overview of role and responsibilities (provide heads-up on goal-setting meeting), current team projects, other projects that intersect with role
· Weekly check-in schedule 
· General work styles and how best to work together 
Schedule an office orientation facilitated by yourself, or another member of your department team: 

· Personal introductions
· Where is everything and how do I use it?

	During first week:

(  Schedule a team lunch 

(  Schedule 15-minute “welcome calls” for staff member to meet staff at other locations relevant to role 

( Schedule I.T. training as needed

( Schedule H.R. meeting on payroll/benefits



	During first week: Schedule a meeting dedicated to goal-setting and performance expectations:

· Discuss broad expectations for the role (the “what” and the “how”)
· Set 3-month goals and review annual goals
· Assign first projects
· Remember that most new employees hate downtime, so fill plates accordingly but realistically

	 ( Schedule relevant role-specific training 
 ( Provide list of any affinity groups (for example, formal gatherings of women or people of color or other identity-based groups) that are relevant, along with times/dates that they meet



Communications Director Orientation Outline

Desired outcomes: 
· You understand your overarching role and my expectations 

· We’re aligned about logistics and how to work together

· You feel settled in and know how to navigate the organization

· You know what projects to prioritize initially 

MONDAY

I. Your role

A. Get our message into the news – via pitching, interviews, op-eds, LTEs, news releases, creative stunts, and anything else you can think of

B. Ensuring our message and rhetoric are effective and on point – being the messaging guru

C. Related responsibilities:

· Setting our overall media strategy, both nationwide and in each state we work in

· Writing and editing various materials, such as talking points and briefing papers

· Managing department (work and staff)

D. Potential impact of your role = huge!

II. Working Together/Expectations

A. Some ideas on keys to success: 

1. 100% follow-through – trust that when we say we will do something we will do it (both ways!)

2. Take initiative and be solutions-oriented.  Don’t assume constraints.

3. Spread a positive attitude and be flexible in face of constantly-changing environment.

4. Complete open door policy.  Ask questions or raise suggestions without hesitation.

B. What you can expect from me:

1. Initial period of heavier engagement for alignment (presumably less after that)

2. 100% follow-through and responsiveness

3. Good communication on expectations, priorities, and specific projects

4. Interest in your development

C. Logistics/Communications

1. Hours – meetings 9:30 – 6:30, may extend beyond, try to avoid weekends.

2. Our meeting – regular weekly check-ins to review week ahead and discuss other topics (ideally, you bring any challenges/topics I can help with and you have suggested solutions – but don’t feel obligated to “save up” items for our check-in)

3. Phone/voice mail:  non-urgent = vmail at office; more pressing or quick response = cell. Try to flag with “this is urgent” or “not urgent – listen in the next day,” etc. 

4. E-mail:  also works well.  Flag if time-sensitive.

D. General principles:

1. Take good notes so you remember the subtleties of what we discuss.

2. Let’s do “repeat backs” when appropriate so we’re aligned upfront.

E. Your goals/preferences/thoughts/quirks/questions?

III.  Office tour: supplies, front desk, conference rooms, copier, fax, etc. (with office manager)
IV.  Orientation/Background Info 

A. Review of mission (why we exist and what we do) and core values (how we do it). 

B. Review annual plan: priorities and goals for this year.

C. Confidentiality policy.

D. Employee handbook – any questions?

E. Financial policies and procedures. 

V.  Getting Started 

A. Keys, phone/vmail, internet/e-mail, and calendar (set up to be shared) (covered by office manager)
B. Timesheet basics: what and how to track (covered by office manager)
C. Upcoming meetings for you:

1. Today: lunch with staff at 1:00

2. Payroll, benefits, 403b, etc: meet with Jim today at 2:00

3. Tuesday: continue this meeting at 12:00  

4. Friday: lessons learned with staff on Fridays at 4:00

VI. Specific Initial Topics 

A. Read as much as possible of assigned materials, start getting comfortable with issues and our work.

B. Practice using all our systems as much as needed to be comfortable with them.

C. Meet dept. heads and learn about their projects.

D. Practice doing media interviews with Ryan.

E. Start on writing projects as needed (blog posts, drafting press releases).

F. Use press inquiries that come in to learn how to deal with these, find necessary information or referrals, etc.

G. Likely first media opportunity: New Mexico event Dec. 14 or 15. 

TUESDAY

I. Your goals for this quarter and for year

A. Setting 3-month goals

B. Goals for full year

1. Increase our news coverage by 20% over last year.

2. Move our issue to the top of voters’ minds in New Mexico.

3. Garner significant positive coverage of the release of our fall report.

C. In 2 weeks, set up meeting with me to discuss in depth

II. Learning the issue

A. Reading list
B. Basic rhetoric training/talking points
C. What we DON’T say
D. Experts we can check with or send reporters to
III.   Key resources, information and systems

A. Media databases and directories
IV.   Managing the Assistant Director of Communications 

A. Amanda’s duties; how work is split up

B. Amanda’s strengths/weaknesses

C. Approving Amanda’s work product, proofing/quality control

V. Working with other departments 

A. Outreach

B. Membership

C. Campaigns

VI.   Department logistics

A. What do you have the authority to do and what do you need to seek approval for?

B. Expenditures

C. What things need to be proofread

D. Department files

WEDNESDAY

No meetings scheduled

THURSDAY

I. Advanced media training with Ryan

A. Pitching – practice if needed
B. Appropriate spokespeople for various issues
C. Who is and isn't authorized to talk to the media and authorizing new people to talk to the media
D. Vetting/training spokespeople
NEXT WEEK

Let’s meet Tuesday and Thursday of next week to check in, then switch to weekly check-in’s from there.
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