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State of Delaware
O Statewide New Employee Orientation

u A Resource Intended for Merit and Merit Comparable Employees

Supervisor’s Guide
0,
New Employee
Orientation

Bridging the gap...
making new employee orientation a success!

Working together to create excellence in state government.



Introduction

As a supervisor, it is your privilege and responsibility to welcome your new employ-
ees to the state of Delaware and to introduce them to the culture and values of your
agency. The orientation process begins when you meet with your employee on his/
her first day of employment. This guide is intended to assist you in making the ori-
entation process interactive, personal and useful.

The guide includes:

« Role of the Human Resources Office

« Role of the Supervisor

« Supervisor’s Checklist for New Employees

« On-the-Job Training

« Formal Training

« The State of Delaware New Employee Orientation Online Resource

« Keys to Success

If you have any questions regarding new employee orientation, please contact your
agency Human Resources Office.

Role of the

Human Resources Office

Formal employee orientation is a carefully planned welcome that is often conducted
by your agency Human Resources Office, in partnership with you. The Human Re-
sources Office plays a vital role in building a strong foundation for new employees
and exerts a positive effect on their productivity, longevity and morale. This includes
ensuring a successful transition from the first day of employment through the em-
ployee’s entire career with the agency. The services of the Human Resources Office
include:

« acquiring, growing and retaining talent in the workplace

. communicating information about pay and benefits, rules and policies, and com-
pleting sign-up paperwork

« program planning, follow-up and coordination with the immediate supervisor to
avoid duplication or omission of important information

. providing a structured way to ensure long-term that employees get what they
need to be productive and stay motivated



Role of the Supervisor

Responsibility for new employee orientation rests with the Human Resources Office,
the new employee’s supervisor, and the new employee. The supervisor’s role in getting
the employee off to a good start cannot be overemphasized, especially since the most
important relationship within any organization is the one between the employee and
his or her immediate supervisor. This relationship most often begins before formal
orientation through the recruiting and interview process, and becomes most impor-
tant during the first days and weeks of employment.

Successful orientation requires considerable planning, organization, and commitment,
but the payoff will be enormous. People remember their first day and first week at new
jobs and their impressions of organizations are quickly formed. Proper orientation,
particularly at the worksite level, directly leads to:

o enthusiastic and engaged employees

o alignment of work with mission, vision, plans, and values
o rapid assimilation into work teams

o effective on-the-job training activities

o loyal and productive employees

A supervisor’s personal attention to new employee orientation is
essential for successful orientation, on-the-job training, and appro-

priate formal training of new employees. l \ I

Supervisor’s Checklist

The checklist will assist supervisors as they orient each new employee to the state of
Delaware. It serves as a link for communicating all relevant agency and section-
specific policies, administrative procedures, position responsibilities and expectations,
and other essential information. The checklist contains detailed activities to be com-
pleted during the employees first 12 months categorized as follows: prior to new em-
ployee’s hire date, on employee’s first day, during employee’s first and second weeks,
first month, first three to six months and six to twelve months.

Please be sure to complete the actions described or designate another senior worker to
do so.

The complete checklist can be found at
http://www.delawarepersonnel.com/policies/docs/checklist supervisor.doc .




On-the-Job Training

Effective orientation sets the stage for on-the-job training (OJT). Real learning and ef-
fective training for employees takes place through experience: by observing and by do-
ing. Classroom training, on-line programs, and self-development activities are mean-
ingful only when combined with on-the-job application. An effective OJT program
also:

. Aids in developing good relationships among new employees, supervisors, and ex-

perienced employees

« Provides the new employee with proper work habits

. Involves the new employee quickly into the agency workflow without disrupting it

. Assists employees in acquiring specific job knowledge and proficiencies

. Enables employees to work while learning

Reduces periods of inactivity for new employees

Respons1b111t1es

Teaching new employees how to work effectively is primarily the function of the im-

mediate supervisor. However, the director, supervisor, experienced employees, and

the new employee all have important functions and responsibilities.

Director: The director’s role in OJT is threefold: (1) promote a learning environment
with open and frank communications about the work process, (2) work closely with
the supervisor to ensure adequate OJT is taking place and that both supervisor and
employee are following a logical work-related progression as the needs of the em-
ployee and the agency warrant, and (3) actively participate in OJT.

Supervisor: The supervisor must (1) establish working relationships with new em-
ployees, (2) have regular work-related discussions with new employees and provide
regular feedback on progress, (3) observe and assess the abilities of individual new
employees and tailor the OJT program accordingly, and (4) integrate OJT into the
agency flow. Supervisors must spend time conducting OJT. Teaching is an integral
part of supervising and there is no shortcut without future problems.

Experienced Employees: Because of job demands, workload priorities, number of
assigned employees, etc., the immediate supervisor may not be able to provide OJT
to all employees as often as needed. Consequently, the knowledge and experience of
other skilled workers and managers will be used to assist in the OJT process. The su-
pervisor relies on the cooperation and efforts of these employees; in return they will
gain valuable training experience, influence the development of new employees, and
help the new employee become productive as soon as possible. This benefits the en-
tire agency.

New Employees: The new employee must actively participate in the orientation and
OJT programs to become proficient. Consequently, new employees must demon-
strate initiative, interest, and energy in the OJT program and seek work experience
and frequent work-related discussions with their supervisors and other employees.
Active participation in OJT is essential for career advancement.




Techniques

There are many OJT techniques that can be used for training purposes based on opera-

tional considerations and available agency resources. Several are described below, but OJT

techniques are limited only by the interest, ingenuity, and commitment of everyone in-
volved.

Readings/Research: A good starting point in the OJT program is for the new employee
to read relevant portions of brochures, statutes, regulations, policies, procedures, manu-
als, etc., in hard copy or online. Rather than assign voluminous reading, supervisors
should focus more on specific sections, explain their application to work responsibilities,
and discuss relevant issues.

Work Product Reviews: A review of work completed by other employees is invaluable
in the learning process. Supervisors should select samples and make them available to
employees and prepare a list of other quality samples available in the agency.

Work with Experienced Employees: Learning by working with and assisting experi-
enced employees, asking questions, discussing issues, meeting customers, and learning
agency workflow, is an important feature of any effective OJT program. In order to
achieve the best results from their experiences, employees should prepare by doing re-
search, identifying issues, and discussing the work with the supervisor and/or experi-
enced employee before beginning the actual work. Supervisors should attempt to have
the new employee work with several different employees to capitalize on individual
strengths of the experience employees. Briefings or discussion should follow work ex-
perience.

Practice Sessions: In preparation for actual work experience, employees can use prac-
tice sessions, demonstrations, and role playing to learn what to expect when the real
situation occurs. Valuable feedback from the supervisor or co-workers will aid in improv-
ing performance.

Guest Speakers: Agencies should invite speakers and functional experts to conduct mini-
training sessions at the agency. This could include representatives from other sections,
other state agencies, or outside experts. Agencies can provide valuable training at mini-
mal expense. Such sessions can be geared to the specific needs and time constraints of
the agency.

Staff Meetings: Staff meetings can be used for OJT purposes. All employees should par-
ticipate and learn what is happening in their units and sections as well as the agency.
Staff meetings also engage employees in the workflow and demonstrate their important
role in the organization. Supervisors can also use meetings as training sessions on rele-
vant program issues or particular operating procedures.

Customer Service: Answering inquiries online, on the phone, or in person are good ways
to train new employees. These activities give the employee an opportunity to meet the
agency's customers. Accompanying experienced co-workers or supervisors on technical
assistance or training assignments can also give an employee experience in technical pro-
gram areas and presentation skills.

Videos and Webinars: Videos, CDs, and webinars produced by training providers, uni-
versities, technical experts, and other agencies can be worked into agency OJT programs.
Special Projects/Committees: Career development opportunities should be provided

by the supervisor for the new employee.



Formal Training

Plans for formal training should be closely linked to orientation, career development
plans, and on-the-job training. Supervisors should frequently remind new employees
that the agency is committed to a well-trained workforce that will lead us to perform-
ance excellence.

Training Opportunities: Employees have many sources of formal training and
should look to the Office of Management and Budget/Human Resource Management
(OMB/HRM), Statewide Training and Organization Development unit for training
needs. OMB/HRM offers a variety of training and development programs for all levels
of employees to assist with individual performance, skill building, and career develop-
ment. Many courses and programs are designed to help employees meet job require-
ments for advancement. OMB/HRM sponsors two certificate programs for supervi-
sory and management development: the Supervisory Development Certificate for cur-
rent as well as aspiring supervisors, and the Management Development Certificate for
current state supervisors and managers. For employees in the HR field and those as-
piring to that profession, the HR certificate is available. OMB/HRM also offers com-
puter training, career enrichment courses, and annual conferences.

In addition to the OMB/HRM training programs, many agencies have their own train-
ing programs and employees can take advantage of technical training, college courses,
and conferences. All formal training should be aligned with employee career develop-
ment/performance plans, and agency strategic plan goals. Be sure to check your
agency website for training and tuition reimbursement policies.

Getting the Most from Your Investment in Formal Training
Pre-Course Activities
« Show interest in your employee’s development
« Become familiar with course content
. Discuss the reason for sending employee to training
. Remind the employee of the agency values and that he/she represents the agency
during training sessions
. Tell the employee what you expect after the training

Remember that application of training on the job begins before the course com-
mences.
Post-Course Activities
« Ask the participant’s opinion of the course and instructors
« Ask what was most valuable and what can be applied to the job
. Make plans to assure they use what was learned
. Have them present relevant course materials at staff meetings
. Provide job assignments to enforce the training
« Ask them about how they are applying the training
« Compliment them for improved performance
« Assure that records of training are provided to the Human Resources Office
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State of Delaware
New Employee Orientation
Online Resource

We have provided an online resource for all Merit and Merit Comparable Employees. This
online resource is available at: http://www.delawarepersonnel.com/training/swneo/.

This resource will acquaint your new employee with the State and serve as an ongoing re-
source. When the employee visits this resource, he/she will find five easy ways to navigate
sections with a lot of information.

. Statewide Policies— contains general policies, procedures and guidelines, recommended
forms, and additional resources.

« Benefits— is further subdivided into financial, leave and holidays, job training, work-
place, and health and wellness.

. State Services—contains links to services such as DEL, EZ Pass, State Intranet sites, and
County and City websites.

. Safety & Security—includes a list of policies and links to safety related procedures and
information. Also included is a link to the Anti-Virus software that is provided free for
State employees for home and office use.

« Know Your State Government— is an online class that provides an overview of the State,
including the three branches, the agencies within the Ex-
ecutive Branch, and the budget process.

« Miscellaneous—includes other topics of interest p 1 k M ‘,

Career Development Plan

The Career Development Plan (CDP) is a document between employee and supervisor,
drafted to address training and career plans. It may be generated in conjunction with the
performance plan and may be revised at any time. Requests for training are to be in accor-
dance with this plan and subject to funding availability. Other training opportunities may
be available, in which case this plan will be revised to reflect the training taken by the em-
ployee. For the complete document or more information visit Human Resource Manage-
ment’s website at http://www.delawarepersonnel.com/workforce/docs/careerdevplan.doc
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Keys to Success

When supervisors are directly involved in orientation, career development plans, on-
the-job training, and formal training, new employees are quickly integrated into the
agency’s workflow and become engaged, committed, and productive employees.
There are several keys to achieving this success:

Coaching- is tapping into your employee’s motivation to succeed. New employees
are eager to become involved and productive and are new to the agency only once,
so we need to take advantage of this opportunity, building on their enthusiasm.
Getting them off to a good start will prevent future problems.

Feedback- should be provided early and often. In addition to progress reports for
probationary period completion, new employees especially need to regularly know
how they are doing so they can make adjustments. Without coaching and feedback,
employees sometimes drift.

Alignment- begins with employees learning about the State and the agency and
their role in each organization. Introduction to the agency’s values helps new em-
ployees understand the culture and what behavior is expected. New employees
need to know the mission and vision as well as division plans and goals, and their
part in achieving performance targets. Individual performance plans should align
with agency strategic plans and goals.

Learning Environment- encourages everyone to be responsible for employee de-
velopment. Experienced employees, orientation associates, and especially supervi-
sors have crucial roles in new employee training and development. Creating an en-
vironment where training and education are valued and continuous improvement
is the norm, leads to highly effective organizations.

Continuous Process — is how orientation is viewed as an ongoing process, not just
a one-day program. The process begins when the employee applies for a position
with the agency and continues well into the first year of employment.

Culture — means working together to create excellence in state government. Re-
quires supervisors to not only communicate the agency mission, vision, core values
and goals but live by these standards in every way.

= LEX"




	Introduction

	Role of the 

	Human Resources Office

	Supervisor’s Checklist

	Role of the Supervisor

	On-the-Job Training

	Techniques

	Formal Training

	State of Delaware 

	New Employee Orientation 

	Online Resource

	Career Development Plan

	Keys to Success



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



