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Please distribute this alert to any users within your agency who are responsible for new employee onboarding activities.


Enterprise Onboarding: Orientation and Materials Updated

· Information about the release of revised online orientation content and onboarding materials; applicable to agencies supported by the HR Service Center only


Effective July 1, a revised version of the appointment letter will be issued for all new hires.  Although the revised letter does not refer specifically to the online orientation or timelines, the language now speaks in general terms about the new employee orientation process.  The revisions provide more consistent guidance for those employees that onboard through the online orientation.  The same version of the appointment letter will be used for onboarders and non-onboarders.  

HR Office Materials 
The onboarding materials for HR offices have been updated (see below).  HR professionals can access onboarding materials online at www.oa.state.pa.us > HR Professionals > Hiring. 

· Alternate Content Print Packet (Revised 06.01.13)
Updated with revised online orientation content
· Fill a Vacant Position E-PAR Worksheet (Revised 06.01.13)
Now includes PDF form fields for your convenience
· HR Office’s Onboarding Handbook (Revised 06.01.13)
Appendices updated with revised materials
· HR Office’s Roles & Responsibilities
· Points to Help Agency HR Talk with Supervisors 
· Quick Guide for New Employees
· Quick Guide for I-9 Verifiers (Revised 06.01.13)
Updated with revised email and the screen shots to support the new Form I-9

HR Office Training 
As a refresher, you can also open the recorded Onboarding Training for HR Offices video session as you train additional HR staff.  This online recording does take a few minutes to buffer when first opened.  Your offices should be instructed to pause the recording for five minutes after opening.  This will allow the session to buffer fully.  The video will be ready when the timeline at the bottom of the window is pale blue in color (rather than grey).  For your convenience, the HR Service Center can provide a copy of the video session on CD if you experience issues with connectivity.

Supervisor Materials
The onboarding materials for supervisors have been updated as shown below.  Supervisors should access the most up-to-date onboarding materials online by visiting www.myWorkplace.state.pa.us > “Login” > Supervisors > Enterprise Onboarding.  

You can refer to the publication dates below to identify the revised documents.

· Supervisor’s Onboarding Handbook (Revised 6.01.13) – full of great information to help supervisors understand the onboarding process from pre-hire through the employee’s first year
· Supervisor’s Onboarding Checklist (Revised 6.01.13) – detailed guidance for the weeks leading up to the employee’s first day and that critical first week on the job
· Supervisor’s Onboarding Roles & Responsibilities – a quick refresher on supervisors’ tasks and timelines
· Fill a Vacant Position Electronic Position/Personnel Request (E-PAR) Worksheet (Revised 6.01.13) – for those hiring supervisors who begin the online hire request 
· Quick Guide for New Employees – supervisors can share this document with new employees to prepare them for the online orientation
· Quick Guide for I-9 Verifiers (Revised 6.01.13) – supervisors can use these instructions if they are designated to verify employment eligibility by completing the Form I-9 Section 2 online workflow

Supervisor Training
Supervisors can complete the web-based Supervisors’ Onboarding Training through the Learning Solution (LSO) now available at www.myWorkplace.state.pa.us.  

Online Orientation Content 
Content presented to newly hired employees through the online orientation was recently updated.  The second tour, Your Job with the Commonwealth, was modified, reducing the number of pages that are required for annuitants. Most revisions to the online orientation were minor; impacted content is listed below. 

In addition, the content for the online site (for HR office use only) is available for your reference.  It can be used as you review your agency orientation for new employees. 

· Employee emails – Now include direct login instructions to be used if the Login hyperlink is restricted by the browser
· Supervisor emails – Now include the new employee’s Organization to aid HR offices in filtering or forwarding the emails if needed
· I-9 Verifier workflow email – Notification language revised so verifiers are aware that the workflow is not required to be returned until the new employee’s start date 
· Welcome page – E-Verify notice and HR Service Center contact information added 
· Tour 1 > Workplace Rules > Equal Opportunity
Revision 1 to Management Directive 505.30, Prohibition of Sexual Harassment hyperlink added
· Tour 1 > Workplace Rules > Conduct Expectations
Revision 3 to Executive Order 1980-18, Governor’s Code of Conduct hyperlink added
· Tour 1 > Before You Begin > Your Next Steps
Mandatory web-based training list updated
· Tour 2 for Annuitants
Modified to reduce the number of Tour 2 pages that are presented to Annuitants
· Tour 2 > Job Details > Absence Benefits
Statement about leave anticipation not available until after year one was annotated to exclude management employees
· Tour 2 > More Benefits > Retirement
Updated the employer contribution to 16% for calendar year 2013
· Tour 2 > More Benefits > Deferred Compensation
Updated to include Roth IRA option for employees
· Tour 2 > More Benefits > Insurance
Updates to optional insurance benefits providers
· Tour 2 > More Benefits > Payroll Deductions
Commuter Benefits Program information removed
· Tour 2 > Learn More > Quick Links
Updated to reflect FY13-14 benefits programs and vendors


Questions? 
If you have any questions regarding this alert, please call the HR Service Center at 866.377.2672.
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