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• Schedule times for the new employee to sit with each department and discuss 
how they will interact/work together with this department, if applicable 

Reach out to the new employee to discuss their schedule for their first day. 
Recommended topics: 

• Explain parking availability (if new to the building) 
• Explain where (the specific location) they will report for their first day. 
• Identify what time and who they will meet to start their first day  

https://www.wichita.edu/services/humanresources/Organizational_Development/New_Employee_Resources/NEO_Online/ICAA/index.php
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Provide them with the department suggested 

https://www.wichita.edu/about/policy/
https://www.wichita.edu/services/parking-1/documents/faculty-staff-parking-map-22.pdf
https://www.wichita.edu/student_life/dining.php
https://www.wichita.edu/services/humanresources/Organizational_Development/New_Leader_Orientation/LO_Request_Form.php
mailto:hr.servicecenter@wichita.edu

