
 

 

Welcoming New Colleagues to Campus 

For the hiring manager, it is time to make the necessary preparations to ensure that the employee becomes 
successful in their new role. The goal of this process is to facilitate a smooth transition for the 
employee. You may be a resource for many questions from your new employee. These questions can 
range from “Where do employees live that’s close to the University,” to “When will I get access to 
email,” and/or “Do we offer spousal employment opportunities?”  
 

Things to Consider to Ensure a Smooth Entry into FGCU 

 Does the new employee have an office that is work-ready, does it have supplies, is the computer 
working, is the phone working, does the employee have an email account established and any 
other network access necessary to do their job? 
 

 How will the employee be introduced to the department and others that they will interact with 
regularly? Should a group of employees take the new hire out to lunch the first day to help 
establish relationships? 

 
 What information will the employee need to learn the culture?  

 
 How will they be introduced to the tools they need to use on the job and do they need a training 

session? 
 

 Who will help them get their Eagle ID, obtain parking permits, office keys, etc.? 
 

 Who will give them a campus tour so they can learn how to navigate the campus and feel 
welcome? 
 

 Who will help the new employee to understand any specific departmental goals and objectives? 
 

 Who will review University Regulations and Policies with the new hire? 
 

 Has a new faculty hire been provided with the Collective Bargaining Agreement? 
 

 Has the supervisor reviewed performance expectations? 
 
 Does the new hire understand who the department “go to” employee is? 

 

New faculty hires should all participate in the New Faculty Orientation offered through the Lucas Center. 
Please ensure that the staff in the Lucas Center have the name and contact information of any new faculty 
in order to facilitate a smooth transition and make sure they have all the information related to the 
Orientation session in a timely manner.  
 


