University of Saint Mary
Faculty Orientation Program

Vision
USM is a community of learners that represents more than just the physical presence. We pride
ourselves in our mission, which states: “The University of Saint Mary educates students of
diverse backgrounds to realize their God-given potential and prepares them for value-centered
lives and careers that contribute to the well being of our global society.” An important part of
this mission is to prepare our faculty to understand the values and mission of USM so they may
facilitate the development of our most cherished resources – our students. To accomplish this
task, the leadership of USM is committed to faculty development, which begins with a program
designed to provide a solid base.

Goals
The goals of the Faculty Orientation Program are centered on that which we value: Community,
Respect, Justice and Excellence. With these values in mind, the program seeks to provide new
faculty with information about the resources available on campus while encouraging new faculty
to become familiar with the campus culture through an understanding of the rich history and
current relationships with the Sisters of Charity of Leavenworth. Additionally, this program
serves to provide a form of mentorship through departmental relationships and further reinforce
and enhance the understanding of experienced faculty. While there are specific activities where
all gather for orientation activities, it is further envisioned that this will be an ongoing
educational experience for all concerned.

Orientation Philosophy
•
•
•
•
•
•
•
•

The orientation program is an ongoing process, not a single or series of activities
The orientation program starts as soon as a new faculty member is hired
The orientation program focuses interactions of new faculty with the existing community
The orientation program is designed to maximize the principles of active learning
The orientation program is designed to complement already programmed activities
The orientation program is to be reviewed on an annual basis to keep in current
The orientation program is designed to be flexible enough to accommodate the needs of
individuals, departments and the university community
The orientation program is comprised of online, self-paced and face-to-face activities
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Organization
To ensure the vision and goals of the program comply with the philosophy stated above, all
activates must be planned, scheduled, implemented and evaluated according to a specific plan.
Therefore, the program is organized into four phases: 1) pre-arrival, 2) first month, 3) ongoing/
first year and 4) review. The activities for each phase are shown in the following tables. A
checklist to facilitate orientation activities is attached.

Orientation Activities

Pre-Arrival Phase
Activity
New hire assigned a
sponsor

Department Chair
sends welcome letter

New hire provided
information about
the steps to complete
prior to arrival at
USM

Purpose
Serve as a contact to
provide assistance
transitioning into
USM
To serve as initial
contact and provide
basic information for
the next steps
To provide basic
information and
schedules for
upcoming activities

Schedule
Within two weeks of
the new hire

Responsible
Appointed by the
VPAA

Within one week of
the new hire

Department Chair
prepares and sends
the letter

Within two weeks of
the new hire

VPAA and
Department Chair
coordinate

Purpose
To provide
processing for
payroll and benefits
Familiarization with
USM campus and
activities
To serve as an
information source
and supplement to
other activities

Schedule
First day on campus

Responsible
Benefits Coordinator

During first two
weeks on campus

VPAA and
Department Chair

Immediately after
new hire

Individual

First Month Phase
Activity
HR Orientation

USM Community
Orientation
Self-study of USM
Handbook
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First Month Phase (Cont.)
Activity
Tour of Campus
Appointment of
Mentor
New Faculty
Welcome
New Faculty
Orientation
Activities
Self-Paced use of
Orientation
Checklist

Purpose
Familiarization of
Campus facilities
To provide advice
and counsel to new
hire
To familiarize all
with new hire
To familiarize new
hire with USM
community
To assist new hire in
ensuring specific
actions are
completed

Schedule
As part of initial
orientation activities
Upon arrival

During Opening
Year Reception
As scheduled

Upon arrival and
through the first
month

Responsible
VPAA appointed
VPAA in
coordination with
Department Chair
VPAA and
Department Chair
VPAA

New Hire

Ongoing/First Year Phase
Activity
Virtual Orientation
by PowerPoint

Opening Year
Reception and
Faculty Institute

Mentoring

VPAA Orientation
Activities
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Purpose
To provide an
overview and links
to further details
while serving as an
online resource
Social and
informational
activities to facilitate
transition to the
USM community
To provide guidance
and assistance
during the transition
to the USM
community
To provide
information and a
platform for Q & A

Schedule
Continuous

Responsible
VPAA’s Office

Annually at start of
the Academic Year

VPAA and Chair of
Faculty Senate

As required

VPAA and
Department Chair

As scheduled

VPAA
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Review Phase
Activity
Participant Survey

Purpose
To gather
information for
improving the
orientation
Committee Survey
To gather
information for
improving the
orientation
General Survey open To gather
to all staff and
information for
faculty
improving the
orientation
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Schedule
At the end of the
first month and the
end of the Academic
Year
At the end of each
Academic Year

Responsible
VPAA and Faculty
Chair

At the end of each
Academic Year

VPAA and Faculty
Chair

VPAA and
Committee Chair
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USM New Faculty Orientation Checklist

Initial Requirements

Completed

Human Resources & Benefits
Campus Parking Permit
Computer and Network Access
eMail Account
Office/Fax Numbers
Phone System Operation and Long Distance Codes
Photocopying Codes and Procedures
Teledirectory Listing
Help Desk Instructions
USM Forms and Documents

Department Related Activities
Curriculum
Meeting Schedules
Advising
Departmental Policies
Departmental Awards
Syllabi Requirements
Course Scheduling
Course Evaluations
Grade and Attendance Activities
Faculty Evaluations
Book Selection and Posting

Faculty Related Activities
Faculty Senate
Committee Work
Classroom Support Requests
Academic Resource Center
Faculty Promotion and Grievance
Faculty Handbook
eSpire
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USM Resources and Activities
Matriculation
Convocation
Graduation
Staff and Faculty Recognition
Registrar
Business Office
Admissions
Financial Aid
Dining Facility
Campus Map
Weather Policies
Teledirectory
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