
HUMAN RESOURCES ADMINISTRATIVE MANUAL EMPLOYMENT: EMPLOYEE ORIENTATION 

U S G  O F F I C E  O F  H U M A N  R E S O U R C E S   P a g e 1 | 3 

 

     Employee Orientation  

CITATION REFERENCE   

OFFICIAL TITLE POLICY ON EMPLOYEE ORIENTATION 

VOLUME HUMAN RESOURCES 

RESPONSIBLE OFFICE 

This policy ensures sufficient introduction to and compliance with the policies, completion of 
required forms, and completion of required training that are conditions of employment. (See 
also HRAP provision on General Criteria for Employment) 

Applicability 

All units of the USG are covered by this policy. 

Who Should Read This Policy 
All USG employees and hiring managers should be aware of this policy. 

Definitions 
These definitions apply to these terms as they are used in this policy: 

�x None  
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Process and Procedures  

Each institution shall conduct a general employee orientation program for each new employee. The orientation session, typically conducted by the institution’s Office of Human Resources, 
should cover human resources policies and procedures, leave benefits, as applicable; insurance 
benefits, as applicable; retirement benefits; completion of standard HR onboarding and payroll 
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