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Getting Started – New Employee Check List
This check list / guide of resources was created to help support you with your on-boarding experience.  
We hope this guide helps you become a connected, productive, and thriving member of the Institute community. 
Save a copy of the Word.doc of this check list so you can keep track of completing steps.

 If you have any feedback on this tool, please contact your HR Representative or submit your feedback to IHPHR@mghihp.edu.
*Please note:  Some of the links in the sections below are password protected or can only be accessed within the IHP network. You will have access to these links after your start date.
Jump to section: Before You Start / Your First Days / Your First Weeks / Your First Months / Your First Year (Ongoing)
Before You Start

	Check Box / Date Completed
	Action Item
	Links to Information (if necessary)

	
	Complete required new hire paperwork before starting and make sure you are prepared to provide important hire documentation, including proof of eligibility to work in the U.S.  
NOTE:   Social Security Card is required.  If you do NOT have a Social Security card, please apply for a new card. You will receive a receipt for your request. Along with the receipt, please ask for a Social Security number verification form which needs to be provided to HR.
	· New Hire Paperwork
· Original identification and documentation for Employment Eligibility Verification must be presented on Day 1 or Day 2 of orientation. List of acceptable documentation and instructions for Form I-9. 
· Social Security Administration Offices (Near You)


	
	Start to explore this new hire site so you are well prepared for your orientation.
	· New Employee Orientation Website

	
	Explore housing and apartment options if needed and get settled into the Boston area.
	· MGH Office of Multicultural Affairs Resources
· Partners Housing Search Tool
· Learn about Boston's neighborhoods
· File a Change of Address with the Post Office
· How to get a Boston residential parking permit
· Public transportation options (bus, subway, commuter rail and boats)
· Registry of Motor Vehicles (get a MA drivers license, register an out-of-state vehicle)

· Zipcar, a by-the-hour car rental option

	
	Plan your first day commute and begin to think about how you plan to commute to the IHP
	· Commuting Options to the IHP

	
	Make a list of key questions you hope to have answered during orientation or questions you may want to have answered before you start (i.e.)
-What time should I report to my department on my first day?

-What is the dress code for this role / the department?

-Will I have a schedule my first few days?
	

	
	(Faculty Only) Obtain an official copy of your transcript and turn into HR.
	· Faculty Handbook (see transcripts)


Your First Few Days
	Check Box / Date Completed
	Action Item
	Links to Information (if necessary)

	
	Attend the IHP in-person New Employee Orientation conducted by HR 
	· New Employee Orientation Website

	
	Your manager, faculty mentor, or designated department colleague will take you around your department for introductions with colleagues and co-workers.
	

	
	Obtain your ID badge and employee ID number (you will do this as part of your day one orientation with HR).  If you start before attending the day one Institute orientation, HR will provide you instruction for picking up your badge.
	· Photo ID Badge Information
If you have any building badge access issues, please follow the instructions on the website above.

	
	Log-on to Password-Self-Service to create your network log-on for access to email, PeopleSoft and many other Institute systems
	· Password Self-Service Instructions

	
	(Non-exempt staff only) must complete online training for recording daily time worked.  During your first week, you will use the “Weekly Form” to submit your time. By the end of week one, you will have completed the Kronos training in Healthstream and can begin logging in and logging out through KSS. Please email any payroll inquiries to the IHP Payroll mailbox (IHPpayroll@mghihp.edu).
	· Kronos Self Service Instructions
· FAQs about Time Reporting 

· Daily Timecard edit form or the Kronos e-Form (Used to make changes to your daily time record). A weekly form can be completed if you have to report all hours worked in a week via a form.

	
	If you will be accessing your IHP email or any of the IHP systems from your home laptop or smart phone, these devices must be encrypted.
	· MGH IHP Encryption Site
· Partners Encryption Site
· Mobile device / Smart Phone Encryption

	
	Log-on to PeopleSoft to fill out your M-4, W-4 and sign-up for direct deposit.  Direct deposit is required.  
	· Link to PeopleSoft (Internal/at work)

(From your work computer you can get to PeopleSoft following this path)  

1. Click on “P” tab in the bottom left corner of your computer.  

2.  A menu will pop up, click the PeopleSoft icon. 

3.  Enter your network user name and password.
4.  Select HRMS Production

5.  Select Self Service
· To access PeopleSoft offsite/at home visit:  https://ibridge.partners.org
· Instructions to log on to PeopleSoft and fill in your M-4, W-4, and direct deposit information can be found in the “Working Here” section of the NEO Resource Guide.

	
	Attend your Occupational Health Services appointment.  This is required for all employees.
You should be contacted via email by Occupational Health Services to schedule your appointment. This appointment must be scheduled within two days of hire.
	· Click here for a checklist of what you need to bring to your Occupational Health Screening 
· Section on Occupational Health with directions.


	
	Decide which benefits you would like to participate in and then make time to enroll in your benefits in PeopleSoft. REMEMBER:  You have 30 days from your date of hire to do this.

	· Benefits Information (located on HR Intranet – Password required).
· eBenefits Guide 

· New hire benefits enrollment   

	
	Decide whether you plan/need to sign-up for a parking pass or if you plan to sign-up for a T-Pass.  
	· T-Pass Rates information
· IHP Parking for Employees
· To sign up for T-pass follow this path:  Sign into PeopleSoft->HRMS Production-> Self Service->Payroll and Compensation->MBTA Pass enrollment   
· To sign up for one of the available parking lots (2CC and Terminal Lot) contact ihpparking@mghihp.edu or call (617) 643-0869.
· To sign up for the 199 Parking Garage pass, please visit the 199 Parking Office on the first floor between 8:30-4:00pm. You will need your ID Badge to sign up for this pass.

	
	Get settled in your workspace/office:
-Set up office voicemail

-Fill in your Partners Directory information

-Create your email signature

-Work with your program/office manager or coordinator on supplies you need to get started and order your IHP business cards
	· Telephone Operating Instructions and Partners Directory Instructions
· Additional phone video tutorials can be found on the PHS Help Desk here

	
	· Log-on to HealthStream to begin phase two of your New Employee Orientation.  Be sure to schedule time on your calendar your first week to complete the first three required trainings :HIPPA (10 min)
· IHP General Safety (25 Min)
· IHP FERPA (30 Min)
	· HealthStream Link
· HealthStream Log-on Instructions
· ONLINE Orientation information

	
	Have your photo taken for the Institute Web Directory.  Normally, your photo will be taken at orientation.  If not, schedule an appointment with John Shaw, Associate Director of Communications, jshaw@mghihp.edu, (617) 726-4276.  Please note:  This photo is not the same as your ID badge photo.
	· John Shaw

	
	Submit required information for your Institute Web Profile to Susan Reynolds.
	· Web Profile Instructions
· Susan Reynolds

	
	Review information about the Institute including our mission, vision, and core values, our 2014-2017 Strategic Map and details about your school or department available on the website

(Faculty Only) Explore Faculty Compass.
	· MGH IHP Website
· Mission, Vision, Core Values
· Strategic Map
· Faculty Compass

	
	Meet with your manager/supervisor to review the following (some of these activities listed below will flow into your first few weeks as well):

· your schedule

· your department and job specific orientation plan

· job responsibilities, competencies, expectations

· department’s mission, strategy, values, key functions, policies and procedures, organizational structure of the department, department directory and key department contacts/resources, department calendar, confidentiality information, department emergency procedures and plans, necessary health and safety training for your role/ dept.

· set initial goals/projects/priorities
	

	
	Contact your HR Representative to set-up an appointment if you have any follow up benefit questions before you make your benefit selections.  
	· HR Department Information (Intranet / Password Required)

	
	Register for IOnline.  Go into this system to enter your emergency contact information.  The IHP uses this system to notify employees and students of school closures as well as emergency situations.
	· iOnline 

	
	Please use these links to take a virtual tour of the Institute and the Charlestown Navy Yard. In addition to this virtual links, your department will conduct a live campus tour during your first few weeks of employment. 
	· IHP Campus Tour Video
· Charlestown Navy Yard Info
· History of Charlestown Navy Yard Part 1
· History of Charlestown Navy Yard Part 2


Your First Few Weeks

	Check Box / Date Completed
	Action Item
	Links to Information (if necessary)

	
	Continue to complete your required online Institute orientation trainings in HealthStream.  You have 30 days to complete the following  four trainings:

· Employee Assistance Program (8 minutes)

· IHP Compliance (8 minutes)

· Infection Control (25 minutes)

· MGH Code Silver Training (25 minutes)
	· HealthStream Link
· HealthStream Log-on Instructions
· ONLINE Orientation info

	
	Make sure you have all the systems access you need for your role and if you require any additional training, please work with your manager to set up.
	· Technology Resource Guides
· Technology and Resource Navigation slides 
· IHP Help Desk ticket request here

	
	Meet important people to your role, whether in your department, school, or other areas of the IHP, MGH, Partners, or external business partners.
	

	
	Work with your manager to determine which department/regular meetings should be on your calendar and what important Institute meetings to add your calendar.  

	· IHP Events Calendar  Located on IHP website.  See “Events Calendar” link in the footer of every page.
· (All employees) should attend President Bellack’s ~ Town Hall Meetings (Listing on the Intranet, password required.
· (All employees) are encouraged to attend the monthly IHP Socials, IHP Holiday Party (Dec), & Employee Appreciation Day (May).
· (Faculty) should  attend Provost Johnson’s Academic Town Hall Meetings
· (Staff) should attend Staff Council meetings

	
	Start to make it a practice to read and review the Institute Daily News emailed daily in the afternoon.
	· IHP Daily News

	
	Designate your manager in the IHP Time Off System. Please make sure to enter your manager’s email in the box and NOT the manager’s name.
	· Time Off Reporting System
· Instructions For How To Use

	
	Sign-up for your benefits if you have not already done so.  Remember you have 30 days from your date of hire to enroll.
	· Benefits Information 

· eBenefits Guide 

· New hire benefits enrollment  

	
	(Faculty) Watch Extend Your Impact in D2L:  All faculty are automatically enrolled in this self-paced program. Whether you are teaching onsite, online, or in a blended course, look for it under the "other" role on your home page in Desire2Learn. The animated modules, approximately 8 minutes in length, will inform you about best practices in teaching and the use of online tools for a variety of instructional activities, including online discussions, the design and management of group projects, and methods of assessment.

	· Extend Your Impact
· Desire to Learn (D2L) log on page

	
	Become familiar with the Institute’s performance evaluation tools that will be used to evaluate your performance:
· Faculty – See Faculty Work Plan in Faculty Handbook

· Staff – See Staff Performance Evaluation document on the HR Intranet
	· Faculty Work Plan Information in Faculty Handbook  

· Staff Performance Evaluations

	
	Check your paycheck in PeopleSoft and make sure you understand how to read it.  If you have any questions contact your HR Representative.  Please note:  Faculty/Monthly employees will not be able to check their first paycheck till the 26th of the month.  Tip:  Make this a regular weekly/monthly practice.
	· Link to PeopleSoft (Internal/at work)

· To access PeopleSoft offsite/at home visit:  https://ibridge.partners.org
· Log on to Peoplesoft->HRMS Production->Self-Service-> Payroll and Compensation->Select View Pay Check

	
	Begin to review the Institute policies and procedures and the faculty handbook.  The location and a general overview of these policies was provided during your IHP orientation.  You are responsible for knowing these policies.  Should you have any questions contact your manager or HR Representative.
	· IHP Policies and Procedures Resource Page
· HR Policies (on HR Intranet)


Your First Months

	Check Box / Date Completed
	Action Item
	Links to Information (if necessary)

	
	Attend monthly IHP Socials sponsored by different departments.  This is an opportunity to meet and network with faculty and staff from across the IHP.  These dates are listed on the IHP Events Calendar and reminders go out via IHP Daily News.
	· IHP Events Calendar


	
	Attend department overview meetings. This is an opportunity for new hires that start throughout the year to learn about key departments at the Institute and develop relationships with fellow new employees. The HR Team is currently scheduling the 2014 New Hire Connections meetings and will be in touch once final dates are set. Each meeting will have 2 to 3 departments presenting. 
	

	
	(Faculty Only) Sign-up for Research IRB Training by contacting Stephanie Argyropoulos at sargyropoulos@mghihp.edu . 
	· Stephanie Argyropoulos 

	
	Start to think about development and training opportunities available to IHP faculty and staff.
	· Faculty Development Information & Resources
· Staff Development Resource Portal
·  Tuition Reimbursement 

· Tuition Remission for courses at the IHP

	
	Take advantage of employee discounts via weekly MGH PERKS emails (Fridays) or visit web website.
	· MGH Perks Page

	
	The IHP has a very generous retirement plans for employees.  Staff participate in the MGH Cash Balance Retirement Plan and Faculty participate in the Academic Annuity Plan (AAP).  Both of these programs are part of an employee’s total compensation.  Staff should review the online information on this excellent benefit and meet with their HR Representative if they have any questions.  Faculty should meet/contact their designated Professional Staff Benefits Rep to go over the AAP. Please also use the total compensation calculator to see a breakdown of your total compensation including not only salary but also additional benefits.
	· (FACULTY) Academic Annuity Plan
· (FACULTY) Faculty Academic Annuity Plan Benefit Contact (based on last name)
· (STAFF) Cash Balance Retirement Plan

· Total Compensation Calculator 

	
	The Institute offers Tax Sheltered Annuities [403(b)] options that enable employees to save for retirement voluntarily on a pretax basis.
	· Financial Counseling Sessions
· Tax Sheltered Annuity – 403(b) Enrollment Instructions
· http://plan.fidelity.com/partners

	
	Check out Charlestown and Boston!!
	· Things To Do In Boston
· Harborwalk in Charlestown


Your First Year (Ongoing)
	Check Box / Date Completed
	Action Item
	Links to Information (if necessary)

	
	The IHP Mission, Vision, and Core Values statements and our Strategic Map for 2011-2014 guide our work.  Each employee plays an important role in helping the IHP fulfill our mission and goals.  
	· Mission, Vision, Core Values
· Strategic Map

	
	All IHP employee evaluations are conducted in the spring (typically between April-May).  Many departments request faculty and staff complete self evaluations.  Talk with your manager about what will be expected of you during this process.
	· Faculty Work Plan Information in Faculty Handbook  

· Staff Performance Evaluations

	
	Stay up to date with IHP news.  Read IHP publications, daily news, and visit the IHP News Room.  If you have news to share contact, John Shaw, Associate Director of Communications jshaw@mghihp.edu  (617) 726-4276.
	· IHP Newsroom Main Page
· IHP Daily News
· Publications

	
	Attend IHP social gatherings to network, connect, and have FUN with your colleagues!
	· Slides shows of recent IHP events

	
	Get involved with IHP community service initiatives!   
	· Serving the Community
· Community Day

	
	If you travel to work approved conferences, trainings, or other events or have to purchase something approved on your own credit card, this resource portal provides info on how to submit for reimbursement in PeopleSoft.
	· Travel & Expense Resource Page

	
	Manage your vacation and time off in the IHP Time Off Reporting System.  Faculty must use their vacation time from the previous fiscal year between July 1st and August 31.  Staff that have earned time above the allowable max will have excess hours roll over to their ESL bank.
	· Time Off Reporting System
· Instructions For How To Use
· FACULTY Vacation and Sick Policy (see Vacation and Sick Policies in handbook)
· STAFF Vacation and ESL Bank Information

	
	Review your benefits and make sure they are working for you.  Every fall you have the opportunity to make changes to your benefits during open enrollment.  These changes take effect on Jan 1.  You can also make changes to your benefits during the year with a qualifying life event.
	· Contacting the Benefits Department & Vendors (Plans) 

· Eligibility and Dependent Eligibility
· Using eBenefits
· Changing Benefits
· Adding or Changing Beneficiaries


	
	Take advantage of Health and Wellness discounts and programs available to IHP employees.
	· BeFit  & Clubs at Charles River Discount
· Charlestown YMCA Discount
· Other discounted fitness memberships
· Employee Assistance Program


Best wishes for a successful and rewarding career at the 
MGH Institute of Health Professions!
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