NEW EMPLOYEE ORIENTATION

FSU Human Resources conducts New Employee Orientations every Monday at 8:00 a.m. (For University holidays observed on a Monday, orientation is held on the next scheduled working day).  The orientation is for new Ferris employees and for re-hires who have not worked at Ferris for over a year.  The orientation is held at Human Resources, Prakken Building, Room 150.  This orientation does not include employees hired to work at off-campus locations who meet with designated FSU representatives to complete their employment paperwork.  

New employees are required to attend this new orientation on or before their date of hire.   As soon as a job offer has been offered and accepted, the hiring department is required to complete the New Employee Orientation Confirmation form and deliver it to the new employee.  If Human Resources makes the job offer, Human Resources will schedule the employee for orientation.  It is essential that the new employee receive this form prior to the orientation.  The orientation form lists what information the new employee is required to bring to the orientation and requests employee information from the hiring department.  It is also essential that Human Resources receive this form prior to their attendance for any necessary form preparation and for adequate planning.  Forms must be received in Human Resources by 2 p.m. Friday before the scheduled orientation.

Hiring departments are reminded that this form does not replace the necessity of the EAA and hiring packet.  An EAA must be completed (including appropriate signatures) and sent to Human Resources, along with the hiring packet, as soon as possible before the date of hire.

INSTRUCTIONS FOR NEW EMPLOYEE ORIENTATION CONFIRMATION FORM

The form is completed on-line by simply tabbing from field to field and typing in the required information.  You can do a “save as” to save to your desktop before or after completion of the form.  It is recommended that you access the form through Ferris Forms for each use to ensure you are using the most up to date version of the form.

To complete on-line (directly from the Intranet or after downloaded to your desktop):

1. Enter the date the employee is scheduled to attend orientation.  (Remember: if a University holiday is observed on a Monday, orientation will be held the next scheduled working day.  If necessary, call Human Resources at x2150 to confirm date).

2. Tab to information at the bottom of the form and enter information on the new employee and the hiring department.

3. Deliver to the new employee by:

a. printing out the form and mailing or faxing or,

b. doing a “Save As” to your desktop and sending as a Word e-mail attachment.

4. Deliver to Human Resources by e-mailing to FSUJobs@ferris.edu (if e-mailing employee, simply cc. FSUJobs).  Forms must be received in HR no later than 2 p.m. Friday before the scheduled orientation.
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