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LSU Agricultural Center

Comprehensive New Employee Orientation

Orientation for new employees is critical in terms of providing them with the proper foundation to function as productive members of the AgCenter team.  The current Monthly Orientation Program is designed to address the most immediate needs of new employees.  While Monthly Orientation is important and is not being changed or eliminated, it does not provide enough time to discuss complex issues such as management of grant funds, promotion and tenure, the Civil Service system and numerous other comparable topics. The comprehensive orientation program will provide the necessary time to cover topics these topics and many others.  
Who?  This program is designed for all new academic, unclassified, and classified employees.
What?  The program covers a wide range of topics and includes numerous concurrent sessions to address the needs of individual employee groups.  The overall program is slightly over 2½ days, but attendance by associates and classified employees after the first day is optional.  Unit heads should determine on an individual basis whether the content on days 2 and 3 will benefit those employees and advise them accordingly.

When?  This program will be held twice annually, once in the spring and once in the fall.  Employees will receive the most benefit from the program if they’ve been with the AgCenter at least a couple of months when they attend.  However, the information presented will be important to them in accomplishing their jobs so they will not want to wait too long to attend.  Employees hired between September and February generally should attend the spring program.  Employees hired between March and August generally should attend the Fall program.  If an employee cannot attend his/her scheduled orientation session, they should request permission in writing from their unit head to attend the following session.  If the delay is recommended by their unit head, the request should be forwarded to the HRM Office.  HRM will review and forward the request to the appropriate vice chancellor for final action.

Why?  The information in this program is critical in providing employees with the proper foundation for accomplishing their job duties.  Various components of the program will help them strengthen their job skills, understand critical legal and administrative issues, and perform at a productive level.

Other Information?  
· Although the program is designed for recent hires, unit heads are encouraged to send anyone hired in the last three years.

· All employees, regardless of how long they’ve been with the AgCenter, are welcome to attend any individual session they feel will benefit them.
· The promotion and tenure session on Day 3 will serve as this year’s P&T training for all employees.  A separate notice to that effect will be distributed to faculty shortly.

· The diversity training following the orientation program is optional; however, it is being offered as a convenience since all employees are encouraged to attend on of the diversity training sessions.  Additional sessions are planned for the summer and fall and more details will be distributed soon.

· Employees who plan to attend the new orientation session should complete the attached Registration Form and return it by April 4, 2008 to Sharon Salzer in the Human Resource Management Office (ssalzer@agcenter.lsu.edu ), fax 225/578-8284, P. O. Box 25203, Baton Rouge, LA  70894-5203).
Registration Form

COMPREHENSIVE NEW EMPLOYEE ORIENTATION

Wednesday, April 9, 2008 through

Friday, April 11, 2008
Names:

Title:

Unit:

Email Address:

Date Hired:

Sessions Attending:


[   ]Day 1

[   ]Day 1 Lunch

[   ]Day 1 Reception

[   ]Day 2

[   ]Day 2 Lunch
[   ]Day 3

Should you need an ADA accommodation, please contact

Sharon Salzer (225/578-4643 or ssalzer@agcenter.lsu.edu) by April 1, 2008.
LSU Agricultural Center

Comprehensive New Employee Orientation
Wednesday, April 9, 2008 – Friday, April 11, 2008
	DAY 1 – All Employees


Session A – Understanding the AgCenter - 214 Efferson Hall
9:30 am

Welcome

9:45 am

Introduction to the AgCenter

10:45 am
BREAK

11:00 am
Working in State and Federal Government and Higher Education

11:45 am
LUNCHEON – 212 Efferson Hall

12:45 pm
AgCenter Programs

1:15 pm

Staffing 

1:30 pm

Finances

1:45 pm

Communications

2:00 pm

BREAK
Session B – Special Topics – Concurrent Sessions – 214 and 212 Efferson Hall

2:15 pm

The Grants & Contracts Process – Faculty, Associates, Unclassified - Rm. 214




The Civil Service System Classified Employees – Rm. 212

3:00 pm

Managing Grant Funds – Faculty – Rm. 214



Performance Evaluation – Classified, Associates, Unclassified – Rm. 212

Session C – General Interest – 214 Efferson Hall

3:45 pm

Information Technology in the AgCenter

4:15 pm

The State Ethics Code

4:45 pm

The AgCenter Safety Program

5:00 pm

RECEPTION – Efferson Hall Lobby
*Following the reception, orientation ends for classified employees not in administrative roles in their units.  Unclassified employees (title codes Nxxx), in consultation with their unit head, should review the Day 2 and 3 agenda items and attend those sessions relative to their specific job duties.

	DAY 2 – Faculty, Associates, Unclassified Employees, and

Classified Employees in Administrative Roles


Session A – Communications and Programming – 214 Efferson Hall
8:15 am

Communications issues: Marketing Tools, Publications News
9:45 am

BREAK

10:00 am
Informational Technology Tools – CMS

11:30 am
LUNCH 

12:30 pm
Developing Programs and Projects

Session B – Special Topics – Concurrent Sessions – 212 and 214 Efferson Hall
1:15 pm

Working with Local Governments – Extension Faculty and Staff – Rm. 214




Human Subject/Animal Use/Biosafety – Research Faculty and Staff – Rm. 212

Session C – Getting the Job Done – 214 Efferson Hall

1:45 pm

Events Management - Panel Discussion

2:15 pm

BREAK

2:30 pm

Accounting Issues – Faculty and Staff Responsibilities

3:30 pm

Intellectual Property and Copyright Issues

4:00 pm

Professional Development

4:30 pm

ADJOURN for the day

Following adjournment, the mandatory portion of orientation ends for associates, unclassified employees, and classified employees in administrative roles in their units.  However, these employees should discuss the Day 3 program with their supervisor.  The supervisor will advise them whether their attendance is necessary.  

	DAY 3 – Faculty and Other Employees as Requested By Their Supervisor


Session A – Topics by Program – Concurrent Sessions – 212, 214 and 101 Efferson Hall

8:30 am

International Programs - Rm. 214

8:45 am

Intellectual Property – Professorial Ranks – Rm. 212 




4-H Issues – 4-H Agents – Rm. 214




Building Effective Programs – ANR/FCS Agents – Rm. 101

9:45 am

BREAK
10:00 am
Promotion and Tenure, Faculty Evaluations

11:30 am
ADJOURN

	Following adjournment, the AgCenter’s Diversity Office will offer Diversity Training for the

convenience of employees who wish to participate.  All AgCenter employees are strongly encouraged to attend diversity training and many unit heads require attendance at one of the diversity training sessions.


