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Executive Summary

Overview

The University of California, Berkeley, currently employs
more than 10,000 people. In 2002, a campus economic impact
study identified the University as the fifth largest employer in
the Bay Area and the third largest East Bay employer.
Working at a large, public research institution has tremendous
benefits. Faculty have the opportunity to serve the public good
while collaborating with pioneers in a broad range of fields.
Staff enjoy a variety of career options with the satisfaction
that their work supports the noble causes of accessible higher
education and research for a better world.

But as with any large institution, potential negatives also
exist — particularly in a highly-decentralized work
environment such as the Berkeley campus. The same systems,
policies, and procedures that are designed to promote
consistency and uniformity can occasionally lead to
inefficiencies, extra or hidden costs, and an overall feeling of
dissatisfaction with the University. Nowhere is this a more
critical issue than in the hiring of new faculty and staff. A
poor first impression of the campus can lead to a negative
attitude that colors a person’s relationship with the University.

Project Objective

A larger initiative to study how the campus welcomes new
hires determined that if new employees could not be
productive on their first day of work, no welcoming program
could be successful in fostering a positive feeling about
working at Berkeley. As a result of this conclusion, the New
Employee Start-up Package project team of UC Berkeley’s
Leadership Development Program (LDP) was asked to
research and make recommendations for streamlining the
process of bringing new employees on board with the goal of
having them ready to do work on their first day.

Our project outline included an assessment of the systems
and procedures currently in use on campus, a look at the best
practices of other Universities, an investigation of how the
Human Resources Management System (HRMS) and the

campus business portal could be used as the systems of entry

“It would have
been nice to have
an ID card,
phone, computer,
and

e-mail set up on
the first day.”
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for new hires, and a determination of current costs and the
projected savings of our proposed recommendations.

Please note that in order to create a more easily readable
report, we have used several acronyms. In most cases, the
acronym is spelled out upon first reference. For a glossary of
all the terms used, see Appendix A.

Methodology

The team based its findings on interviews with campus
stakeholders and representatives from other universities, a
survey of recent hires, a survey of both academic and
administrative personnel managers, and Web-based research.

Findings

New Employee Survey Findings

Finding 1.1
Of the 15 essential items identified by the project team, new
employees identified the following items as critical to being
productive on the first day of work.

* Computer Account/Access

* E-mail Account

* Brass Room/Building Keys

* Phone Number

* CalNet ID/Passphrase

e (Cal 1 Card (photo ID)/Library Card

¢ Plastic Card Key to Access Building

*  Voicemail

e Parking Permit

Finding 1.2

On average, it took 3.6 days for our surveyed group of new
hires to acquire all of the items they deemed essential to begin
work.

Finding 1.3
Only 34 percent of new employees were signed up for
Orientation when they arrived on campus their first day.

Academic and Administrative Personnel Managers

New Employee Start-Up Package
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Questionnaire Findings

Finding 2.1
The new-hire process is essentially the same for faculty and
staff.

Finding 2.2
The majority of departments feel they are providing the most
essential items to their staff on the first day.

Finding 2.3

There are several obstacles in the current hiring process that
impede the personnel manager’s ability to support new hires
in being productive on day one.

Finding 2.4
There is no consistent or organized process for introducing a
new hire (faculty or staff) to campus.

Finding 2.5
New hires do not always take advantage of the campus
orientation.

Key Research Findings

Finding 3.1

Because of the overnight delay in updating data between
HRMS and HR BAIRS (the data warehouse that provides
employee data to all other systems) new employees who fill
out forms on their first day will not be activated for one to two
days.

Finding 3.2

Most new employees do not have a CalNet ID on their first
day. Because many services including computer systems,
intranets, and other online services, require a CalNet ID to be
initiated, this presents a major obstacle to being ready to do
work on day one.

Finding 3.3

It takes most employees several days to obtain a Cal 1 Card.
The Cal photo ID is not mandatory, but is increasingly being
used as an electronic key or proof of campus affiliation for
obtaining services on campus.

Finding 3.4

New Employee Start-Up Package
Leadership Development Program (LDP)
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There is no procedure in place for issuing new employees a
campus parking pass for their first day of work. New
employees that drive are forced to pay for city garages or find
street parking on their first day — and until they have their
Cal 1 Card — which can be an unwelcome introduction to
campus.

Finding 3.5

Background checks take between two weeks and more than a
month to complete and can significantly delay the first-day
productivity of individuals whose positions require
background checks.

Finding 3.6

There is no campus policy preventing the use of electronic
signatures, but they are not being utilized even when their use
could significantly improve the efficiency of a process.

Recommendations

Recommendation 1
Make real-time updates from between databases.

Recommendation 2
Modify key systems to recognize a new employee as active on
their first day of work.

Recommendation 3

New hires should be provided with a complimentary single-
use parking permit prior to their first day of work and parking
permit registration should be migrated to an online
transaction.

Recommendation 4
Background checks should be conducted on top candidates as
part of the hiring process.

Recommendation 5
Begin using electronic signatures immediately and incorporate
wherever possible.

Recommendation 6
Build a self-service module for new hires, hiring managers,
and HR personnel that facilitates the new-hire process through

New Employee Start-Up Package
Leadership Development Program (LDP)
Page 6 of 59



dynamic checklists and interactions with other campus
computer systems.

Recommendation 7
Digitize and make available online as many new-hire forms as
possible.

Recommendation 8

Collect additional information through eRecruit to enable
more new-hire tasks to be accomplished prior to the first day
of work.

Recommendation 9
Enable CalNet ID authentication for new employees prior to
their first day.

Recommendation 10
Provide online orientation and trainings to ensure new
employees have access to training on demand.

Recommendation 11

Enhance the Welcome component of the new-hire process by
focusing on five initiatives: Consistency, Video, Checklists,
Manual, and Orientation Programs.

Conclusion

Rather than new employees waiting for systems on
campus to recognize them and initiate service or access, we
advocate a situation where systems are ready and waiting for
new employees to begin working on campus. The project
team concludes that with some changes to procedures and
existing systems, along with the development of a front-end
that would tie check-lists and systems together and facilitate
early information sharing between the campus and the new
employee, the campus could realize its goal to have new hires
ready to do work on their first day.

New Employee Start-Up Package
Leadership Development Program (LDP)
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Project Overview

The purpose of this project is to make recommendations
for a New Employee Start-Up Package that would streamline
the process of bringing a new faculty or staff on board at the
UC Berkeley campus with the goal of having them ready to
do work on their first day. On February 1, 2005, the LDP
project team met with the project sponsors to kickoff the
project.

Original Scope

This LDP project is designed to develop and evaluate an
integrated set of services to support bringing on board a new
faculty or staff employee, or visiting scholar (non-employee
affiliate with the goal of having the new employee set up
logistically to do work upon arrival. It will include an
assessment of whether the same system could be used to
support his or her eventual departure from the campus. The
project will assess whether additional funding is required to
accomplish this initiative, as well as the steps necessary to
offer it to the campus.

Using HRMS and the campus business portal as the
systems of entry, a menu of services could be offered to
departments to assist them in establishing their new
employees immediately and ending access upon their
departure. For the complete project proposal from sponsors,
see Appendix B.

Scope Clarifications

On February 10, the team met with the project sponsors to

review and revise the scope of the project based on time
constraints, and develop a clearer understanding of the
requirements. Scope clarifications include:

* Recommendations will focus exclusively on first-day
issues.

* Recommendations will address the average employee

or faculty member and will not attempt to address all
possible new-employee cases.

At the midpoint meeting with our sponsors on March 30,

the team presented a further clarification to the project scope.

We determined that employee departures were handled in an

ad hoc manner across campus and that a proper assessment of

"Having my
computer
configuration
along with the
necessary access
permissions
would have saved
me a lot of
frustration.”

New Employee Start-Up Package
Leadership Development Program (LDP)

Page 8 of 59



departures could not be completed during the course of this
project. We have included comments on departures when
possible, but we recommend that a full investigation be
conducted as part of future research associated with this
project.

Given the unique business processes and technical
systems at UC Berkeley, we decided to concentrate our
research efforts on determining how the overall system
currently works and what aspects of this system could be
improved, including specific recommendations on how this
could be done.

New Employee Start-Up Package
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Page 9 of 59



Research Methodology

On February 1, the team received a project proposal "I had a great
prepared by the sponsors in conjunction with LDP manager, experience being
Inette Dishler. At that time, we had a kick-off meeting to hired. | wouldn't
review the proposal with our sponsors, discuss and refine the change a thing.”

scope, and identify stakeholders.
Interviews

At our kick-off meeting, we analyzed stakeholders and
determined the individuals who were critical to the new-hire
process, as well as those who would be most affected by any
changes we might recommend. To streamline our interview
process, we divided these stakeholders into two categories: 1)
business processes and 2) technical infrastructure. The project
team conducted interviews with 15 stakeholders on campus.

To create consistency across all interviews and conduct
them more efficiently, a list of general questions was
distributed to each interviewee prior to the meeting. For the
business process interview questions and summaries, see
Appendix C. Technological Infrastructure questions and
summaries are found in Appendix D.

Business Process Interviews

After analyzing individuals and their roles, and conducting
some initial interviews, the business process subgroup
finalized its list of stakeholders. People were chosen because
they were responsible for some function associated with
bringing a new hire on board. In some cases, where noted, the
subgroup was referred to other contacts who could be of
further assistance.

Business Process Stakeholders

* Background Checks: Lieutenant James L. West,
UCPD (referred by Police Chief Vicky Harrison)
(background checks)

* Parking Permits: Richard Ching, customer service
manager, Parking and Transportation (referred by Nad
Permaul) (parking permits)

* Travel Card: Joe Knowles (travel card)

* Payroll: Auna Harris, manager, Financial Services —
Payroll; Delia Vavizo, assistant manager, Financial
Services — Payroll

e Cal 1 Card: Reggie Nance, principal administrative

New Employee Start-Up Package
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analyst, Residential and Student Services
* Academic Hiring: Patti Owen, Director of Academic
Personnel

Technical Infrastructure Interviews

The technical infrastructure subgroup identified people on
campus who were owners of the most relevant systems
impacting the new employee start-up process.

Technical Infrastructure Stakeholders

* CalNet ID: Jann Fong, computer resources manager,
Information Systems and Technology (IST) — Central
Computing Services (CCS)

* Payroll: Auna Harris, manager, Financial Services —
Payroll

* Blu: Tessa Michaels, chief technology officer/resource
development, Business and Administrative Services
(BAS) — Budget and Financial Planning

*  Human Resources Management System: Chris
Whitney, HRMS analyst, Office of Human Resources
— HRMS; with ongoing feedback from sponsor
Patrick Ellis

e Student Services: J.R. Schulden, director, IST —
Student Information Services; Tony Christopher,
principal administrative analyst, Vice Chancellor —
Student Affairs (MyBerkeley)

* Berkeley IT Policy: Karen Eft, IT policy manager,
IS&T — Associate Vice Chancellor’s Office; Shel
Waggener, director, IS&T — CCS

Surveys

In the second-half of March and early April, the project
team decided to conduct two surveys with the intention of
validating some of our assumptions and hearing from
Berkeley hiring managers and recently hired employees about
their perspectives on the new-hire process. Both surveys
focused exclusively on first-day issues.

New Employee Survey

The primary goal of the New Employee Survey was to
create a benchmark for evaluating future improvements made
to the new-hire process. The survey also allowed us to
document the process as it now stands, validate our
assumptions about critical first-day issues, and compare
faculty and staff first-day needs. The survey responses we

New Employee Start-Up Package
Leadership Development Program (LDP)
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received provided the team with factual support for some of
the recommendations contained in this report.

The team developed a set of survey questions based on
responses from our initial interviews and discussions with our
sponsors. These questions were then vetted by Robert Lee
from Berkeley’s Survey Research Center, who helped us to
revise the survey wording to ensure we would get the best
responses. The e-mail to new hires introducing the survey was
approved by project sponsors Emily Sexton and Carolyn
Capps. Karen Eft, Berkeley’s IT policy manager, also read the
introductory e-mail and reviewed our process to ensure we
were not violating campus policy by our use of e-mail
addresses for new employees. She helped us to revise our e-
mail for compliance. For a list of New Employee Survey
questions, see Appendix E.

The New Employee Survey was distributed to 183 new
staff members and 102 new faculty members, all hired since
March 1, 2004. A data request was sent to project sponsor
Patrick Ellis to pull from HRMS the names and e-mail
addresses for all faculty and staff hired in the last year. This
request generated more than 500 names. However, only 240
names had e-mail addresses associated with them. To
supplement this list and ensure good coverage of new faculty,
project sponsor Carolyn Capps provided us with names of all
faculty members hired in the last year. This list yielded
another 40 names.

The New Employee Survey was conducted using
Zoomerang, a service that distributes online surveys, collects
data, and generates reports including automatic cross-
tabulation of responses. We used a version of Zoomerang
purchased by the Haas School of Business that has additional
features not available in the freely distributed version. Once
the survey questions were posted to Zoomerang, an e-mail
was mailed out to our list inviting them to participate. An
email reminder was sent out to people who did not respond to
the survey three days and seven days after the initial e-mail
blast went out. We received a total of 167 survey responses,
including 135 from staff and 32 from faculty.

Academic and Administrative Personnel Managers
Questionnaire

New Employee Start-Up Package
Leadership Development Program (LDP)
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The goal of the Academic and Administrative Personnel
Managers (AAPM) Questionnaire was to contact a wide range
of both academic and administrative departments to obtain a
clear understanding of general new-hire practices and to
uncover the differences, if any, between departmental needs
for faculty and staff hires. Responses from this survey
provided an understanding of additional obstacles to the new-
hire process, but also highlighted best practices across
campus. This survey validated some of the team’s initial
findings resulting from interviews with individuals
responsible for the new-hire process within their departments.

Members of the project team developed a set of questions
for departmental representatives based on initial interview
findings. The entire team then reviewed the questions. For the
AAPM Questionnaire, see Appendix F.

The AAPM Questionnaire was distributed to 182
departmental personnel managers through the AAPM e-mail
list maintained by Lisa Rykert, senior analyst in the Office of
Human Resources (OHR). To ensure the fair representation of
academic representatives in the survey, we coordinated with
Patti Owen, Director of Academic Personnel, who distributed
the survey to professionals within the academic departments
who are responsible for hiring. The survey was conducted
over two-weeks, with one follow-up e-mail sent out toward
the end of that period to encourage people to participate in the
survey. Forty-eight departments responded to the
questionnaire, of which 71 percent of the responses came
from academic departments and 29 percent of the responses
came from administrative departments. Of the 48 departments
that responded, we found that MSO/manager or human
resources personnel are typically responsible for hiring
practices in their department.

Best Practices Research

The goal of our best practices research was to support the
development of our recommendations by investigating what is
being offered — both at Berkeley and at other universities —
to support supervisors and new employees during the new-
hire process. We evaluated these offerings based on their
services and how well they might work if applied to the
Berkeley campus. We also used our research to formulate
questions we would use in follow-up interviews.

The project team began its best practices research by

New Employee Start-Up Package
Leadership Development Program (LDP)
Page 13 of 59



investigating new-hire procedures at the nine UC campuses.
We chose to focus on the UC campuses initially because we
felt that, given the unique systems and procedures relating to
personnel on the Berkeley campus, best practices at other UC
campuses would be the most easily integrated. We evaluated
Web offerings and determined that only UC San Diego and
UC Davis had successful programs in place. We then focused
our research on these two campuses.

At our midpoint meeting with our sponsors, they
recommended that we investigate other organizations outside
of the UC system. After some discussion, we agreed to review
the practices of the University of Washington and the
University of Wisconsin. Upon reviewing the Web sites of
these two institutions, we determined that both campuses
employed best practices that would match the needs of this
project.

In April, team member Karen Denton attended AACRAO,
a conference for college registrars and admissions officers,
where she conducted informational interviews with
individuals from the various institutions represented at the
conference. Her criteria for selecting interviewees were that
the institution have a well-functioning online new-hire
process. Based on these interviews, the team added seven
additional institutions to its research pool: Miami University
of Ohio, Johns Hopkins University, Washington University —
St. Louis, SUNY — Old Bury, Loyola Law School,
University of the South, and Capella University.

In addition to researching external institutions, the team
interviewed and collected samples from various departments
on campus that have best practices that can be implemented as
part of our project. Samples were collected from the Haas
School of Business, Facilities Services, Office of the
Registrar, Institute of Business and Economic Research, and
Communication and Network Services. The samples that we
gathered varied from departmental orientation manuals to
new-hire checklists. For selected samples, see Appendix G.

New Employee Start-Up Package
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Research Findings

Essential First-Day Items

Before we could begin our research and analysis, the
project team had to define a list of essential first-day items in
order to determine what was necessary, according to our
scope statement, to be “set up logistically to do work upon
arrival.” Early on, the project team developed a working list
of first-day essentials, which includes:

* CalNet ID/Passphrase

*  Computer Account/Access

* E-mail Account

* Phone Number

*  Voicemail

e CalAgenda

e Cal 1 Card Card

* Business Cards

* Plastic Card Key to Access Building

* Brass Room/Building Keys

e Parking Permit

* Access to Library

* Access to Berkeley Financial System (BFS)

* Access to Human Resources Management System
(HRMS)

* Access to Payroll/Personnel System (PPS)

We later tested our assumptions through the survey of new
hires and the survey of academic and administrative personnel

managers. The new-hire survey respondents identified the
following first-day essentials in order of importance:

¢ Computer Account/Access

* E-mail Account

* Brass Room/Building Keys

* Phone Number

* CalNet ID/Passphrase

e (Cal 1 Card (photo ID)/Library Card
* Plastic Card Key to Access Building
*  Voicemail

e Parking Permit

The only item that was identified as an essential first-day
item for faculty that was not also singled out by staff was
library access. However, since library access is gained using
the Cal 1 Card, there is no significant difference between

“A list of items to
complete would
have been
helpful. I learned
about things to
do from talking
to people.”
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faculty and staff perspectives on first-day essentials.

A survey of academic and administrative personnel
examined first-day essentials from the perspective of the
hiring manager. Respondents to this survey identified the
following items as essential on the first day:

* Computer Account/Access
* E-mail Account

*  Phone Number

* Voicemail

* CalNet ID/Passphrase

We believe the difference in perspective between the new-
hire and the personnel manager stems from the fact that hiring
managers are thinking about essential needs in terms of
requirements for ongoing work, and not necessarily about
employee’s personal needs or needs that, once taken care of,
do not recur (keys). Also, we feel that personnel managers do
not always hear about a problem when it occurs. New
employees are more apt to take up issues with their supervisor
or an administrative assistant or even coworkers.

New Employee Survey Findings

In addition to validating the team’s assumptions regarding
first-day essentials, the New Employee Survey showed that
the majority of new hires felt their first-day essential needs
were not met on day one. In an extreme case, one respondent
claimed it took three weeks:

I had an absolutely terrible hiring experience. There is no
way to summarize it here except to say that it took more than
three weeks to accomplish what was done in three hours when
I was hired for the same position at the University of Illinois
four years ago. I still have not overcome the anger and
frustration experienced in my first semester here, from
virtually every University service and department I had to
interface with. Absolutely nothing was easy or
straightforward.

New Employee Start-Up Package
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Finding

1.1

Of the 15 essential items identified by the project team,
new employees identified the following items as critical to
being productive on the first day of work:

* Computer Account/Access
* E-mail Account

* Brass Room/Building Keys

*  Phone Number

* CalNet ID/Passphrase
e (Cal 1 Card (photo ID)/Library Card
* Plastic Card Key to Access Building
*  Voicemail
e Parking Permit

New employees were asked to rate a list of 15 essential
items on a scale of 1-5, with 1 being “not at all important” and
5 being “extremely important.” The team determined that any
response of three or above was significant.

Table 1: Survey responses indicating essential items and rated importance.
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Finding 1.2

On average, it took 3.6 days for our surveyed group of
new hires to acquire all of the items they deemed essential
to begin work.

The team focused its analysis on the nine items identified
by new hires as essential. As part of the survey, we measured
the number of days it took a new employee to acquire a
particular item.

Table 2: Survey responses indicating average days to obtain essential items.

Average Days
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Finding 1.3

Only 34 percent of new employees were signed up for
Orientation when they arrived on campus their first day.

For the complete New Employee Survey Findings,
including comments collected from recent UC Berkeley hires,
see Appendix H.
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Academic and Administrative Personnel
Managers Questionnaire Findings

The Academic and Administrative Personnel Managers
(AAPM) Questionnaire was highly qualitative, soliciting
many open responses. As such, the survey lent itself to a
different type of interpretation than the New Employee
Survey. Through the AAPM Questionnaire, the team was able
to investigate a number of issues around the new-hire process
and produce a set of findings.

Finding 2.1
The new-hire process is essentially the same for faculty
and staff.

In this survey, we examined the differences between the
new-hire process for faculty and staff. Through our research
and our interview with Patti Owen, Director of Academic
Personnel, we determined that the new-hire process should be
the same for faculty and staff. Academic departments we
interviewed stated that the process is extremely detailed,
cumbersome, and very different from the administrative
process. However, information we gathered from the survey
suggests that basic new-hire procedures are exactly the same
for faculty and staff. Departments take the following steps to
bring on a new hire:

* Recruitment

* Intake (new hire paper work and benefits counseling)
* Background Check (if required)

* Information entered into HRMS

¢ Campus/Departmental/Office Orientation

Several departments responded that they use the checklist
provided by OHR as their guide through the process. Some
academic departments stated that their process bogs down
when international faculty or postdoctoral researchers are
hired. One department stated that, “for GSR’s (graduate
student researchers) and new faculty, the new hire forms are
often sent to the candidate in the mail. Most other hires fill out
forms on-site; generally on the date employment begins.”

Finding 2.2
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The majority of departments feel they are providing the
most essential items to their staff on the first day.

Of the 48 departments that responded, 62 percent felt that
they do provide these items to their new staff on the first day.
This response conflicts with responses given in the New
Employee Survey, where it was expressed that these items
were not provided on the first day. The team has concluded
that AAPM respondents may have interpreted the question to
mean “currently” providing these items rather than currently
providing these items on the “first day.” Also of note, 86
percent of respondents require new hires to come into the
office to complete the new hire process.

Finding 2.3

There are several obstacles in the current hiring process
that impede the personnel manager’s ability to support
new hires in being productive on day one.

The top five obstacles identified in the AAPM
Questionnaire are:

* Time constraints make it difficult to find the time to
follow through on the process and provide what the
new hire needs for the first day.

* It takes, on average, a total of nine days to obtain
computer access for new hires.

* There is not enough support staff to complete the
process efficiently.

* Trainings and campus orientation programs are
required for many computer programs needed for first
day duties, but classes are not offered frequently
enough, or in a timely fashion.

e HRMS is not user friendly, not functional during peak
times, and is unable to generate the employee number
right away.

* There is no consistent, streamlined process for
bringing a new hire on board.

Overall, a revision of new hiring practices on campus
seems to be welcomed by our surveyed population. However,
several respondents felt that the survey was another attempt at
change that will not be realized.

“It would be nice if this survey and leadership project
actually made it off the ground. We have been asked
numerous times in the past to be on planning committees, to
answer surveys, to give input, etc. regarding improvements in
New Employee Start-Up Package
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campus procedures, only to have the committees and/or
surveys abandoned time after time. It is pretty debilitating to
be honest. I'm hoping that this time, this one comes to some
sort of fruition.”

Finding 2.4

There is no consistent or organized process for
introducing a new hire (faculty or staff) to campus.

The current process checklist available on the OHR Web
site, used by many departments but not all, has not been
updated since 1998 and is not easily accessible. Departments
use variations of what is recommended by OHR and have
created programs specifically to meet their needs. The
problem is that some departments do not have the staff or time
to devote to this effort and rely solely on OHR for the process,
which is not easily accessible.

Finding 2.5

New hires do not always take advantage of the campus
orientation.

This happens for a number of reasons, including because
the current session is filled, the orientation is not offered at a
good time, or the period of initial enrollment has passed by
the time orientation takes place. There are no other alternative
orientation programs (welcome video, central campus
orientation manual) that a new staff member can take
advantage of, leaving a deficiency in the new employee
welcoming process.

For the complete AAPM Questionnaire Findings,
including comments from academic and administrative
personnel managers, see Appendix I.
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Key Research Findings

Finding 3.1

Because of the overnight delay in updating data between
HRMS and HR BAIRS (the data warehouse that provides
employee data to all other systems) new employees who fill
out forms on their first day will not be activated for one to
two days.

The Human Resources Management System (HRMS) is
the centralized campus system for recording and updating
Berkeley personnel information including staff, faculty,
visiting scholars, and student employees, as well as some
affiliated non-employees, such as volunteers and consultants.
HRMS manages the employee life cycle from start to finish
(i.e., recruitment, hiring, promotion, transfer, leaves and
sabbaticals, retirements, other separations). HRMS provides
the following functionality:

* Hosts the eRecruit module

* Enables employees to manage their own data (e.g.,
phone number, home address, credentials, as well as
faculty biography and bibliography).

* Integrates with Berkeley’s Payroll/Personnel System
(PPS) for payroll and time-keeping functions, and with
UCOP At Your Service for benefits activities.

* Integrates with the Berkeley Integrated Budget System
(BIBS) for tracking of permanently budgeted
positions.

* Tracks tenure, faculty events, and histories.

* Provides mandated reports to the Office of Federal
Contract Compliance Programs (OFCCP), the Equal
Employment Opportunity Commission (EEOC), and
other federal and state agencies.

The eRecruit module allows internal and external job
applicants to view job listings and apply for positions. It
enables managers to submit job listings, review applicant
rosters, and log the status of their recruitments. After a
manager offers a job to an applicant, the departmental HR
representative will close the job listing and data about the new
hire is transferred to the next stage in HRMS. The eRecruit
module could be developed further to collect more data on job
applicants for background checks and provide greater
functionality during the hiring process.

During business hours, HRMS is a mission-critical
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application. Thus for performance reasons, OHR uses a
separate database for reporting: HR BAIRS, the portion of the
campus’s data warehouse under the functional control of
OHR. Both HRMS and HR BAIRS are PeopleSoft
applications, but are not synchronized in real-time. Every
night the HRMS system goes down and initiates a several
hour transfer of data from HRMS to HR BAIRS. All other
systems on campus update their databases from HR BAIRS.
This is a significant choke-point for getting employees
operative on their first day. The overnight data dump is not
ideal, nor is it scalable as more records are added. However,
real-time transactions are technically difficult and require a
different interface layer.

New-employee data can be entered into HRMS up to three
months in advance. Once it is entered, employees are
recognized as inactive until their effective (start) date. The
effective date is the indicator to the payroll accounting system
PPS to begin paying a new employee. While we recognize
that this is an important trigger for payroll, other systems that
look for the effective date are actually recognizing employees
as active a day after their start date due to the overnight delay
in the updating of campus databases.

HRMS is managed by a small staff across several
departments, including two dedicated functional analysts from
OHR, Administrative Systems Department (ASD)
programmers from IS&T, and staff from CCS. The long-term
goal of the HRMS team is to increase data integration among
its databases and among systems on campus. Already, great
strides have been made in this area. The updates from HRMS
to other systems on campus used to take up to two weeks, but
because of online automation of forms and recordkeeping and
the work of the HRMS team, those transactions are now
overnight.

For current data flow charts, see Appendix J.

Finding 3.2

Most new employees do not have a CalNet ID on their first
day. Because many services including computer systems,
intranets, and other online services, require a CalNet ID to
be initiated, this presents a major obstacle to being ready
to do work on day one.

A CalNet ID is a person’s online identity on campus and
is used to authenticate individuals when they log in to

New Employee Start-Up Package
Leadership Development Program (LDP)
Page 23 of 59



sensitive systems on campus. It is an important tool for
protecting the security of data on campus. CalNet is a master
aggregator of all IDs (students, employees, alumni, etc.).
Some evolution of the system has occurred over the years (it
used to be known as “Community Profile Dataset”) and now
CalNet is the central repository of identity management. The
goal of CalNet is to become a gateway to all other services
and provide employees with a single point of
login/authentication to access all the other systems they are
approved to access.

Departments input information into HRMS, it is then
transferred to HR BAIRS (an Oracle data warehouse)
overnight. CalNet pulls information from HR BAIRS and
Student Information Systems (SIS) every morning around 7
a.m. with a stored procedure. This process takes about three
hours. Ultimately, most people involved agree that real-time
updating would be ideal. The campus is currently
investigating a Java Messaging layer, which allows for
asynchronous, record-by-record, on-the-fly updates.
Implementation is proposed for June 2005, but the project is
not funded. HRMS and SIS are fully behind the project, but
central funding is required to begin work.

Once the data is in CalNet, a new hire can be issued a
token to create a CalNet passphrase. Currently, a token must
be issued by a CalNet deputy or through the Cal 1 Card office.
CalNet deputies were created so that people requiring tokens
would not have to travel to a central office for visual
identification with a photo ID, but instead could be visually
identified by someone in their department.

CalNet supplies the LDAP directory service (People
Finder), but it is not synchronized with the HRMS directory
service. Representatives from HRMS feel that the HRMS
directory should be the master list. LDAP provides public
information such as employee name, department, functional
title (not payroll title), address, phone number, and an
indication of full or part-time status. When individuals
authenticates through CalNet, this personal information is
used by departmental applications to recognize their identity.

We investigated with our stakeholders the possibility of
moving authentication online, but Tessa Michaels felt it was
imperative to have visual identification of individuals against
their photo IDs at some point in the process. In fact, she
suggested centralizing that service at the Cal 1 Card office,
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where workers are trained to recognize the authority of a
broad range of national and international identification papers.
Deputies are also trained in validating identity.

CalNet has 1.5 FTE associated with the project and could
use one more FTE. The unit and technological innovation
associated with the unit needs to be centrally funded, rather
than getting by on discretionary funding from the office of the
University’s Chief Information Officer.

Finding 3.3

It takes most employees several days to obtain a Cal 1
Card. The Cal photo ID is not mandatory, but is
increasingly being used as an electronic key or proof of
campus affiliation for obtaining services on campus.

The Cal 1 Card, also referred to as the Cal Photo ID, came
into existence for faculty and staff in 1996. Prior to that year,
Photo ID’s were only available for students. It is a multi-use
card that can be used to access services and buildings. The
card can also be used to make purchases on campus. Today,
most people on campus have Cal 1 Cards, including faculty,
staff, students, post-docs, and emeriti.

Original funding for the program was supplied by many
sources — including $25,000 from the Chancellor — but after
the inception of the program, those units who contributed
initially no longer had the funding to continue their support.
Because Photo ID was handled through Housing and Dining,
now known as Residential and Student Services Program
(RSSP), they assumed the funding for the program for faculty
and staff. The cost to process a card is $15. Undergraduate
and graduate fees pay for the 1st card for students but the
faculty/staff card costs are absorbed by RSSP.

Campus policy does not mandate that all faculty and staff
have a Cal 1 Card. However, some departments use the Cal 1
Card as a key card for building access, and Parking and
Transportation requires the card to receive a parking permit.
Also, the Cal 1 Card is now used for library access, which
many faculty members cited as an essential first-day item. The
ID can also be used to provide proof of official campus
affiliation for quick identification during emergency situations
or in case of a major disaster.
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Some of the benefits of the card include access to:

* Library services

e Shuttle services

* Ability to obtain a Parking Permit

* Recreational Sports Facility and its programs

* Special campus events like Charter Day, Staff
Appreciation, and others

* Discount tickets for Cal Performances

* Discounted season tickets for athletic events

* Discounts for Strawberry Canyon Recreation
programs

¢ Discounts at Lawrence Hall of Science, Botanical
Garden

* Free Admission to the University Art Museum

New employee data is updated to a server housed at RSSP
nightly from the Oracle database. Data is fed from HRMS for
faculty and staff and Bear Facts for students. Because of this
overnight delay, new employees must wait until the second
day on the job to have their digital photo taken. It only takes
three minutes to have the card in hand, except at busy times of
the year including the beginning of each term and summer
(because of student orientation).

The following information is captured for each card:

* Name

* Date of birth

* Card number

* Digital picture

e EID/SID #

* Proximity card number

* Date issued

* Bar code number

* Magnetic stripe number (EID with one digit
subtracted)

The Cal 1 card is governed by a steering committee
comprised mostly of RSSP management who report directly
to Harry Le Grande, associate vice chancellor — student
affairs. An advisory committee of campus administrators and
students is also available to give input to the steering
committee. Headed by Angela Blackstone, CTO and director
of IT, RSPP is ultimately responsible for the Cal 1 Card.
Reggie Nance oversees its daily operations. OHR sets the
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policies for faculty, staff, and affiliates. The Office of the
Registrar sets policies for students.

Because of the delay between HRMS and HR BAIRS,
which feeds the Cal 1 Card system, most of the data on the
Cal 1 Card system is a day old. However, a lost or stolen card
will show up immediately because information about it can be
entered directly into the system by Cal 1 Card staff. Because
of the overnight delay, new employees are unable to get
parking permits, access the library, or access recreational
facilities on their first day, because those services require a
Cal 1 Card. If employees are terminated and the ID card is not
retrieved, they will continue to have access to those systems
for at least a day. For this reason, Reggie Nance would like to
see real-time transactions occur between HRMS and other
systems to increase security assurance.

Finding 3.4

There is no procedure in place for issuing new employees
a campus parking pass for their first day of work. New
employees that drive are forced to pay for city garages or
find street parking on their first day — and until they
have their Cal 1 Card — which can be an unwelcome
introduction to campus.

Parking and Transportation is responsible for providing
transportation-related services to all faculty, staff, students,
and some visitors on campus. One aspect of Parking and
Transportation’s responsibilities is the issuance of parking
permits to all qualified individuals at UC Berkeley. Currently,
all faculty and staff are required to be physically present at
Parking and Transportation in order to obtain their first
parking permit. Therefore, any new hire would be required to
visit Parking and Transportation prior to obtaining a parking
permit. Applicants seeking a parking permit need their Cal 1
Card, a completed application for monthly deductions, and
employment verification through HRMS.

As it stands, new employees cannot obtain a parking
permit prior to their first day of service because there would
be no evidence in HRMS that they have been hired. The
obvious dilemma that is created by the existing process is that
new employees must find a temporary parking spot on their
first day of employment so that they can visit Parking and
Transportation to obtain permanent permits.
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Students, on the other hand, are not faced with this same
dilemma. Parking and Transportation has in place a process
that allows students to download a temporary permit that
enables the student to park for a short period of time until the
student can obtain a permanent campus permit. Parking and
Transportation allows students to download a temporary
permit because students are allowed to complete forms online
using an electronic signature. Students who obtain the
temporary permit are mailed the permanent permit to an
address of their choice. Students are not required to physically
present their identification at Parking and Transportation.

Parking and Transportation does not have the same option
for faculty and staff because there is no provision for
electronic signatures. The department did, however, recently
institute autorenewals of parking permits with an opt-out
feature. Through further investigation the project team
discovered that the temporary permits students can download
are only applicable during the grace period when parking
permit requirements are not enforced on campus. The grace
period coincides with the beginning of the academic year.
Unlike students, new employees join Berkeley at all times of
the year, meaning their start dates do not always coincide with
these grace periods.

The requirement that new hires must be physically present
at Parking and Transportation to obtain their first permit can
be a cumbersome requirement. The process of obtaining a
parking permit at Parking and Transportation can take up to
several hours depending on the time of year. For example, if
new hires attempt to obtain a parking permit at the beginning
of the academic year, they would be required to wait in line
with hundreds of students who are also attempting to purchase
a permit.

Parking and Transportation relies on information gathered
through payroll, HRMS, and the Cal 1 Card when issuing
permits. A new hire would be forced to complete the new hire
process related to each of those databases before they could
begin the process with Parking and Transportation. Once
again, the dilemma remains that a new hire would need a
temporary parking location before being able to complete the
process with Payroll, HRMS, and the Cal 1 Card.
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Parking and Transportation is open to new processes that
would expedite the permitting process. The department
recognizes that there are too many types of permits and that
reducing the types of permits would speed up the existing
process. The department is also understaffed and this
contributes to some of the delays from obtaining a permit at
their main office. They are prepared to support online
permitting of new faculty and staff if the campus decides to
do so. For complete details on obtaining a parking permit, see
Appendix P.

Finding 3.5

Background checks take between two weeks and more
than a month to complete and can significantly delay the
first-day productivity of individuals whose positions
require background checks.

The UC Berkeley Police Department estimates that it will
background 2500-3000 individuals in 2005, making
background checks a significant procedure in the new-hire
process. New hires (individuals who are not currently
employees in the UC Berkeley system) can be provisionally
hired before the criminal background check has cleared
because new hires serve a probationary period and can be
released if they do not clear the criminal background check.
Some positions, however, require a background check before
they begin work. Provisional hires may be able to start their
jobs, but may not have access to many of the tools they need
to do their job until after their background check is complete.
Both situations represent significant obstacles to first-day
productivity.

UCPD’s preference is that background investigations
become a part of the interview process and not a day-one goal.
Generally, a background can be completed within two weeks
if the employee has no prior criminal history. If the employee
has a criminal history, the background can take more than 30
days to complete. If the applicant came to UCPD 3—4 weeks
before the date of hire, UCPD could have results for 98—99
percent of all candidates before their scheduled hire date. The
likely objection to that type of procedure would be cost, as
background checks cost the hiring department $82 per
individual. Departments may resist paying that cost for
applicants before the department has determined which
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applicant they are going to select for the job.

The actual process to complete the paperwork and initiate
the background process should only occupy approximately 20
minutes of the applicant’s time. The most significant delays
occur when the applicant goes to UCPD with incomplete
paperwork. In some cases individuals have come to UCPD
without a job description, waiver form, chart string, or
completed Live Scan form. Approximately 25-50 percent of
all appointments are no shows or people who come without
completed paperwork. However, if the paperwork is
completed in advance, UCPD can accommodate an
individual’s request for an appointment typically within five
business days.

In the vast majority of situations, UCPD can conclude a
background investigation within seven days. If the applicant
has no criminal history whatsoever, background investigations
can be concluded in less than five days. However, there are a
limited number of cases that take upwards of 30 days to
complete the background investigation. The wide range of
waiting times is based on the fact that UCPD must receive
information from the Department of Justice (DOJ) and the
Federal Bureau of Investigation (FBI). UCPD has no control
over the processing speeds of either the DOJ or the FBI. If an
applicant has a criminal history that is a potential disqualifier,
the review committee generally completes their review of the
applicant within seven days of receiving notification from
UCPD that a potential conflict exists. Once UCPD receives
the background results from the DOJ and FBI, and no
criminal history is discovered, the police department notifies
the hiring department that the hiring process can be
completed. The background report remains with UCPD.

In the event that the employee has a criminal conviction,
UCPD will notify the Criminal Background Review
Committee, which will review the results and make final
determinations regarding the suitability of subjects for
specific positions. In accordance with California law AB655,
UCPD will also provide a summary of the criminal
background check to the subject of the investigation,
regardless of the results.

UCPD is concerned that any changes to the current
process may cause problems because people are now familiar
with the current system. The changes themselves may lead to
resistance. Although UCPD is continually looking for ways to
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speed up the process, UCPD’s ability to complete a
background investigation depends on the responses from DOJ
and the FBI. For a detailed explanation of the background
process, see Appendix K.

Finding 3.6

There is no campus policy preventing the use of electronic
signatures, but they are not being utilized even when their
use could significantly improve the efficiency of a process.

Electronic signatures are mechanisms by which
individuals can fill out online forms and attest to the truth in
the information they provide without having to provide a
written signature or in-person identification. Electronic
signatures are widely used in online environments and are
common way to indicate acceptance of software licenses
(“click-through-licensing agreements”) and terms of service.

Although electronic signatures are not widely used on
campus, according to Tony Christopher, as of the late 1990s,
the Office of the President approved their use. For example,
students use electronic signatures for the Statement of Intent
to Register (SIR) and faculty use them for E-grades.
Electronic signatures could be employed in a number of areas
including to obtain parking permits and to fill out forms such
as those required for background checks and new hires.

New Employee Start-Up Package
Leadership Development Program (LDP)

Page 31 of 59



Current Scenario

Jane is the director of finance. She is in the middle of a
search for a new associate director of finance. She is using
eRecruit to promote and manage her search process. After a
month of reviewing resumes and two rounds of interviews,
she has the pool narrowed down to two strong candidates and
one back up candidate. At this point, she alerts the two top
candidates — Melanie and Craig — that she is ready to
conduct the final interview. Her assistant calls them to set up
the interviews.

Jane brings in both Melanie and Craig in for their final
interviews. In this round, Craig really shines. The next day,
Jane calls to offer him the job and explains what the salary
will be. He counters with a higher salary, but he seems very
interested in taking the position. They have a few more phone
calls to iron out all the details and arrive at a number that
works for both of them. In her last call with Craig, she offers
him the job.

Craig accepts and Jane tells him that he will need to come
in for a background check with the police department and that
Susan, the HR manager, will be contacting him soon. Jane
alerts Susan to the fact that she has offered the job to Craig.
Susan then calls the police department to see what times are
available for a background check. An officer gives her several
choices and she calls Craig to see which time works best for
him.

After her call to Craig, Susan fills out the Request for Live
Scan and the University of California Employee/Applicant
Release and Disclosure Form. In the meantime, Jane writes an
offer letter for Craig stating monthly wage, hours, vacation,
and a few other items they discussed, and sends it out through
the campus mail service. She finishes her work by filling out
the Interview Data Form and handing it off to Susan, who
then closes out the job on eRecruit.

A week prior to his start date, Craig makes a visit to his
new office to get the background check paperwork. Jane’s
assistant gives it to him and tells him how to get to Sproul
Hall. Craig inquires if there is any parking near Sproul Hall or
if he should leave his car where it is. Jane’s assistant advises
him to walk because he’ll enjoy the stroll through campus.
She says he can save himself some time on his first day if he
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will come back after his trip to the police department and fill
out a few more new-employee forms with Susan.

He asks Jane’s assistant what kinds of forms he still needs
to fill out. She explains that there is the:

* Demographic Data Transmittal,
* Payroll Earnings Distribution Authorization,
*  Employment Eligibility Verification,

e W+,
e State Oath of Allegiance, Patent Policy, and Patent
Acknowledgment,

* Benefits Eligibility Level Indicator (BELI) and Status
Qualifier Code (SQC), and
*  Emergency Card.

Craig will also be given a booklet entitled “Political
Reform Act Disqualification Requirements” to read, which
discusses conflict of interest and outlines, among other things,
the University’s policy on accepting gifts, doing business with
outside vendors. Craig grabs his briefcase and heads up to
UCPD. Because he has all his proper paperwork, he is only at
the police department for a half hour. Plenty of time to return
to his new office and fill out some more papers before
heading to the dentist.

After Craig has completed his paperwork, Susan wishes
him a good day and then enters all his pertinent information
into HRMS, including his start date. Lucky for Susan, the
eRecruit program has autopopulated her form with some of
the information Craig provided through eRecruit. Once Susan
is done, HRMS creates Craig’s employee ID number. Susan
can now schedule him for New Employee Orientation.
Unfortunately, the orientation coming up in two weeks is
already full, so she signs Craig up for the next class, which is
in a month and a half.

Susan also puts in a request for Craig to attend the next
BFS training and talks to Tom, the computer resource
specialist, to make sure that the computer Craig will be using
has the appropriate software, such as Corporate Time, that he
will need. That night, the information she entered into HRMS
will be handed off to other campus databases but will remain
in an inactive state until Craig’s first day of work.

The day prior to Craig’s first day, Jane asks her assistant
to check out his workspace to make sure that the phone works,
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the area is clean, and that he has pens, pencils, and note pads.
The next day, Craig arrives at 8:30 a.m. He could have been
even earlier, but he had to circle the area a few times before
he found a parking space. He reports to Jane and, since he has
already filled out his paperwork, Jane shows him around the
work area and introduces him to the staff. The department has
an internal orientation, so Jane sends Craig to Susan to go
over the checklist Susan has prepared. Jane says that,
unfortunately, she has a business meeting at lunchtime but she
will met up with him later. Craig is on his own for lunch.

After a chicken salad sandwich at the deli across the
street, Craig goes back to the office to meet with Tom who
will set up his e-mail and work through with any other
computer related issues. Everything seems to be working fine,
except that he can’t log in to the office intranet because he
does not have a CalNet ID. He asks Tom about this and Tom
says he has to find a deputy to get a token. Craig nods, but has
no idea what Tom is talking about. Craig decides to ask Jane’s
assistant about it later.

The office doors are opened with a card key. Craig will
eventually use his Cal 1 Card (photo ID) to access the office,
but he won’t be able to take his picture until tomorrow
because his name does not currently appear in the Residential
and Student Services Program database. Susan tells him he
will have to wait at least a day for that to happen, so she gives
him a temporary card to use. Tomorrow when he gets his Cal
1 Card, Susan will contact UCPD to activate his card for
building access. Depending on the backlog of activations at
the police department, it may be awhile before Craig can use
his Cal 1 Card as his key. He will continue to use the
temporary key until then.

Jane finds Craig toward the end of the day and asks him
how his first day went. He says his computer is up and
running, and his phone works, but that he can’t access the
intranet yet. Jane invites him to come to lunch tomorrow and
he accepts.

A little overwhelmed, but feeling good about his new
workplace and the great work that Cal does in the world, he
walks back to his car and finds a ticket on his windshield. He
grumbles. That night, while Craig and his wife are celebrating
his first day at work, Craig’s HRMS information is being
transferred to the Payroll, CalNet, and Residential Student
Services Program databases so that he will be able to get paid,
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obtain his parking permit from Parking and Transportation,
and set up his CalNet ID. And maybe then he can get some
work done.

A Note about Faculty New Hires

The new-hire process for academic departments should be
the same as it is for the administrative departments. Following
recruitment:

* the new-hire information is entered into HRMS,

* the new hire is guided through the intake process
completing the required forms,

* the new hire is given an employee ID number and
instructed to obtain a Cal 1 Card and parking (if
applicable),

* office logistics are squared away,

* adepartmental orientation is given (if applicable), and

* the new hire attends campus orientation.

The only area where the academic new-hire process
deviates from the administrative process is when a faculty
member or international postdoctoral researcher is not
available to complete the forms in person. Many departments
send forms to new hires before they arrive on campus.
Another difference is that personnel responsible for new
academic hires deal more frequently with immigration
documentation, such as visas.
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Best Practices Findings

University of California Best Practices "Offer seats at
New Employee

In our review of various UC campuses, as well as Orientation to
universities outside of the UC system, we selected institutions actual new
that were comparable to Berkeley in business, funding, and employees. It’s
available resources, and ones that provided an online new hire ~ absurd to have to
process to their staff and faculty. In our initial review of the wait over a
nine campuses it became apparent that only two have month to get into
practices we felt were worthy of modeling some of our a class!”

recommendations: UC San Diego and UC Davis. Beyond that,
there are four campuses that offer some form of interactive,
online new hire/orientation program for new staff: UC San
Francisco, UC Santa Barbara, UC Irvine, and UC Santa Cruz.

UC San Diego (UCSD)

This campus proved to have the most remarkable new hire
program of all the nine UC campuses. UCSD offers an
interactive online Web site showcasing their new employee
guide. The home page of their Web site provides links to the
employee orientation, a checklist for new employees, and a
link to the New Employee Orientation Video.

UCSD’s orientation program is free to departments. The
program provides a wide variety of information from the
campus’s mission and vision to personal career development.
A continental breakfast is offered at the event along with a
drawing for door prizes. The Web site provides links to
register online for the orientation program, driving directions
to the program and parking information. Their Staff Education
and Development office sponsors the orientation program.

UCSD also provides an extensive interactive checklist that
guides the new hire through their first day, first weeks, and
first few months on campus. The goal of the checklist is to
ensure that the new hire is not overwhelmed by the many
resources available to them. For a copy of the UCSD
checklist, see Appendix L. New hires are guided step-by-step
to ensure that they have obtained all the necessary essentials
from a parking permit on the first day to training and career
development programs offered during their first few months
on campus.

New Employee Start-Up Package
Leadership Development Program (LDP)
Page 36 of 59



UCSD also offers a welcome video that is approximately
12 minutes long. The video offers a look into the various
departments on campus and the services they provide to the
students and community. Additionally, each member of their
Chancellor’s cabinet is introduced through a photo,
biography, and short description of what the individual brings
to the UCSD campus.

UC Davis

This campus offers orientation sessions every other
Wednesday. They do not have an online program for new
hires but they do offer an extensive checklist. The reason we
chose to use this extensive checklist as a best practice is
because their new hire process is very similar to UC
Berkeley’s. Their PPS system automatically generates an
employee ID number as soon as the information is entered
into the system. On the first day, new hires complete their
paperwork, visit Transportation and Parking, and the Staff ID
card office. Afterward, new hires then visit the Information
Technology office to get access to a campus email account.
The new hire checklist guides both the hiring department and
the new hire through the process.

UC San Francisco (UCSF)

UCSF holds an annual New Employee Fair for all staff
hired in the past calendar year. The focus of this event is only
for newly hired staff. Current staff who has been employed
for over a year is not invited. The event is 2.5 hours long and
is given a theme; i.e. UCSF: Focus on your Future.
Departmental representatives and high-level campus
management staff from over 50 campus organizations attend
this fair to share information on resources available to the new
employee. Attendees participate in a raffle drawing that is
sponsored by neighborhood vendors. The prizes range from
gift certificates to hotel accommodations. To further set the
tone of the event, light refreshments are served. This event has
been held for five successful years. The fair is sponsored by
their central Human Resources department and organized by a
committee.

UC Santa Barbara, UC Santa Cruz, and UC Irvine

These three campuses all offer monthly new employee
orientation programs that provide a general overview of the
campus and resources available to employees. As part of its
program, UC Santa Cruz offers an optional one-hour bus tour
of their campus. UC Irvine encourages new staff to attend the
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orientation program by fining the departments $45 if the new
staff member registers for the orientation and 1) fails to cancel
their registration by the deadline or 2) does not attend. At all
three campuses, registration for the orientation programs is
done online.

We researched the best practices of two universities
outside of the UC system: University of Madison-Wisconsin
and University of Washington. Each campus not only
provides online interactive Web sites for their new hires, but
they also have the capability of getting their new hires ready
to perform their duties on the first day of hire. Each campus
provides a welcome feeling as the new hire is guided step by
step through the new-hire process.

University Best Practices Nationwide

University of Wisconsin-Madison

The new-hire program at the University of Wisconsin-
Madison is notable for its many online visual aids, including
Campus in Profile, Campus Slideshow, and current 30-second
TV commercials advertising the school. The campus profile
provides an online overview of the campus and its history.
The Campus Slideshow gives the new hire a virtual campus
tour.

Before new employees begin their first day, HR staff from
the individual units in both academic and administrative
departments have the capability to enter the new hire
information before the effective date of hire into their HRIS
system which feeds into their payroll system overnight. The
new hire is then assigned an employee number the day after
the information is entered. The payroll system will not take
any action on the information entered until the effective date
of hire. The academic departments are currently following the
new hire protocol by entering the information into the system
before the effective hire date due to the needs of the faculty.
There is a issue with the administrative departments regarding
the common practice to enter the information ahead of time so
that the new hires will be able to work on their first day of
hire.

The employee number is then given to the new hire who is
responsible to navigate the new-hire Web site, employees are
also guided through a process which helps them decide which
parking permit they are eligible for. The University of
Wisconsin-Madison has a transportation coordinator for each
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department. This person is responsible for entering the new
hire information into a system called “Parking Application
System (PAS).” After the new-hire information has been
entered, the new hire can then sign up for parking online.

The practice of entering the information into their systems
before the effective date to generate an employee number is
key to their success in getting their staff up and running on the
first day. The lesson to learn from this campus is the need to
communicate and enforce standard processes and expectations
so that newly hired staff have the same experience from both
the administrative and academic departments.

This university offers an Employee Orientation and
Resource Fair for all classified staff, academic staff, faculty
and postdoctoral researchers. At this fair, they provide new
hires with the opportunity to meet with various department
heads, learn about the campus’ mission and vision, and win
door prizes. The central Human Resources department
sponsors this program.

The University of Washington (UW)

The orientation program at UW showcases an impressive
online Web site that is user friendly and has an abundance of
information. The university has a separate benefits orientation
Web site for the new hire to review and make informed
decisions during the period of initial enrollment. The new
employee orientation program is exclusively online and its
completion is required for all new hires. The exception to this
policy is for those who completed the mandatory orientations
designed for academic and administrative staff associated
with the UW Medical Center, Harbor Views Medical Center,
or the Bothell and Tacoma campuses. New hires are required
to complete the online program within the first week of
employment. The online program covers campus policies,
safety, Staff ID card, and various benefit information.

The online program guides the new hire through an
overview of the campus and its policies and procedures.
Before continuing with the online program, the new hire is
asked to print out the new-hire checklist. For a sample of the
UW new-hire checklist, see Appendix M. The online program
also directs the new hire to the transportation department
where they can get 10 free bus passes (U-Pass) for their Metro
Transit or Community Transit for use until they get their
parking permit. The online program also explains the
significance of the “Husky Card,” a university identification
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card after the school’s mascot. This card is used for various
things such as library access, obtaining the free U-Pass, and as
a campus debit card.

The campus has the capability to enter a future
appointment into their payroll system, Online Payroll Update
System (OPUS) and an employee number will be generated
automatically. The information will sit dormant in the system
until the effective date of hire, but new hires can use their
employee number to apply for computer access and various
other resources on campus.

Like University of Wisconsin-Madison, UW gives new
hires the responsibility for signing up for their UW NetIDs,
which will give them access to various computer resources on
campus. To sign up for the NetID, new hires need to provide
the nine-digit employee number assigned by Payroll (not a
social security number). The NetID provides access to a
personal Web portal that displays information based on the
role of the new hire on campus and their personal preferences.
On this personal Web portal, new hires can access the
Employee Self Services Web pages where they can view or
update their address, or information on taxes, insurance, or
retirement.

At the completion of the orientation program, new hires
fill out an online form to request a UW ID card and print out a
certificate of program completion that is submitted to the
Central Human Resources Office. The new hires are required
to complete the entire online process within the first week of
hire, however, because new hires have the ability to apply for
immediate needs, computer access, parking, etc, they are able
to begin work on the first day.

UC Berkeley Departmental Best Practices

Capital Projects

This Berkeley department within Facilities Services has
developed a new-hire program that provides new employees
with an orientation manual and a campus resource guide
during the intake process. Each resource is designed to
provide an overview of the department and the resources that
are available to them on campus. In 2002, the campus
awarded Capital Projects recognized the Capital Projects
orientation program as a “Workplace Success Story,” further
supporting our choice to include this department in our Best
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Practices research.

The manual is an easy-to-use, step-by-step guide for all
new and continuing Capital Projects employees to follow. It
includes a welcome letter from the Vice Chancellor and a list
of all the Berkeley acronyms that have become a second
language for most of us. In the manual are pictures of the staff
and an introduction to the units in Capital Projects. At the end
of the manual there is a Fun Facts Quiz that is designed to
help the new employee become familiar with not just the
departmental Web site, but the Berkeley campus Web site as
well. The employee is instructed to answer the questions by
surfing the Web, at the same time learning about the mission
and history of UC Berkeley. Upon successful completion of
the quiz, the employee receives a welcome gift. The gift is a
small desk clock embossed with the department’s values: Our
People, Our Customers, Our Legacy.

The manual is only the first piece in the welcoming of
new staff to Capital Projects. Each month, the department
holds unit-overview training sessions for all staff, but make
them mandatory for new staff members. The management
staff facilitates these hour-long unit sessions. The process
begins with a half-hour visit with the vice chancellor,
followed by a session on safety trainings. This is a great
opportunity for each employee to be trained on the Building
Emergency Plan and the Injury and Illness Prevention Plan.
Following these sessions are one-hour sessions introducing
new hires to each unit and explaining what the unit does and
how it interacts with other units to meet common goals.

In 2002, Capital Projects was awarded recognition of its
orientation program by the Staff Equity and Diversity
Services department for Workplace Success Stories:

Strategies for a Diverse Workforce. For additional
information on resources provided by Capital Projects, contact
Charo Albarran at 642.7631.

Office of the Registrar

In this department, a new employee is guided through the
new-hire process using a checklist. (For the Office of
Registrar checklist, see Appendix G.) In addition to the
standard new-hire forms that are required at intake, this
department also requires new employees to complete internal
forms regarding student privacy issues. Employees are then
given a copy of the departmental Employee Handbook to
review with the intake coordinator. The new hire is given an
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overview of the work rules and dress code. Additionally, the
employee is required to attend three orientations: 1) internal
2) campus and 3) control unit level. Along with these
orientations, the new hire is required to complete the
Computer Health Matter training, Sexual Harassment Online
training, and Family Educational Rights and Privacy Act
(FERPA), which is required for anyone who has access to the
OnLine Add/Drop System (OLADS) or Bear Facts.

Haas School of Business

Haas School of Business begins their new hire intake
process after an offer has been extended to the new hire with a
detailed email to the hiring manager requesting various items.
The hiring manager is asked to provide information to help
HR set up the logistics for the staff, telephone, furniture, keys
and even a waste paper receptacle. The hiring manager is then
asked to set up several appointments for the new hire with HR
and payroll, Computer training (CalAgenda, Eudora, etc.),
ergonomic evaluation, and the campus orientation.
Additionally, the hiring manager is reminded on the new
hire’s first day to review the job description and Physical,
Environmental, Mental Demands form (PEM). The hiring
manager is referred to the department’s new-hire checklist,
which covers “Before the First Day” and “First Day”
activities. For a sample of the Haas checklist, see Appendix
G. A letter is also sent to the dean’s office of Computing
Facilities Personnel Services that provides the staff with
information about the new hire, including equipment or
services needed to get the new hire up and running.

The new hire is sent a welcome letter from the Haas
School of Business director of HR highlighting links to
parking locations, campus map, and public transportation.

Each department showcased here demonstrates how
successful a department can be by following the standard new
hire process outlined on the OHR Web site. Each department
has creatively tailored the new hire process to meet the needs
of their specific departments and each has gone above and
beyond what is required by OHR.
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Recommendations

After three and a half months of research, analysis,
discussions with key stakeholders on campus, and group
discussion, the project team would like to make the following
recommendations for moving the campus toward first-day
productivity for new hires as expressed in the recommended
scenario:

Recommendation 1
Make real-time updates from between databases.

While this is unlikely to be the first change the campus
will make to improve the first-day productivity of new
employees, the ability to perform real-time updates between
HRMS and other systems on campus (such as Parking &
Transportation, the Cal 1 Card, and CalNet ID) would
accommodate current business practices and eliminate first-
day delays. CalNet is currently investigating a potential
solution for database updates that utilizes Java Messaging
technology. If successful, the same technology may be
applicable to other database updates.

Recommendation 2

Modify key systems to recognize a new employee as active
on their first day of work.

Stakeholders on campus disagree about how databases
understand effective dates or handle inactive/active status.
What is clear is that there should be some way for campus
systems to receive data about new employees long before
their effective date. The project team came up with several
scenarios that allow this to happen. For example, the systems
could be modified to recognize a “middle” state between
inactive and active that allows for some manipulation of an

individual’s record, but does not give that individual access to

sensitive campus information. Another might be the real-time
reporting of data between HRMS and HR BAIRS.

Recommendation 3

New hires should be provided with a complimentary
single-use parking permit prior to their first day of work
and parking permit registration should be migrated to an
online transaction.

New employees who indicate they will be driving to work

should receive a one-day scratch-off parking permit in the

*I was hired on a
Monday and was
told that HRMS
uploads on Friday
nights, so |
couldn’t get my
ID until the
following
Monday. This was
really a hassle to
wait over a week
for access.”
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mail — along with their offer letter, a campus parking map,
and other welcome information — prior to their first day of
work. All Parking and Transportation forms should be moved
online and linked to the new-hire module with other first-day
forms so that new hires may obtain a permanent parking
permit without visiting the transportation office. Electronic
signatures should be adopted to aid in the completion of
online forms. (See recommendation 5 below.)

Recommendation 4

Background checks should be conducted on top
candidates as part of the hiring process.

Background checks should be initiated on all applicants
that have been identified as legitimate candidates for a
position. In most cases, this pool will consist of no more than
three candidates for any one position. Ideally, a background
investigation will be initiated no less than 12 days prior to a
scheduled start date. Initiating a background process this early
in the process will accommodate the scheduling of the
fingerprint process with UCPD and the seven-day waiting
period for the DOJ and FBI to provide results.

All UCPD background forms should be made available
online and prepopulated with applicant information supplied
by eRecruit. Additional information needed for the
background check will be gathered when an individual
submits a job application or later in the process through added
eRecruit functionality whereby a candidate can log in and
update their own information during the hiring process.
Electronic signatures should be adopted to enable the
completion of all UCPD forms that do not require an ink
signature.

In order to create efficiencies for both UCPD and the
applicant, applicants should be permitted to make
appointments with UCPD for fingerprinting only after all the
appropriate forms have been completed on-line and the
individual departments have posted job descriptions and
chartstrings to the new-hire module. UCPD should have the
capability to access the background forms portion of the
module and download that information in the event that the
applicant fails to bring the appropriate paperwork to the
fingerprinting appointment.
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Recommendation 5

Begin using electronic signatures immediately and
incorporate wherever possible.

As noted above, the use of electronic signatures would
prove useful in a variety of settings on campus. Because there
is no campus policy against the use of this mechanism, we see
no reason why this cannot go forward immediately.

Recommendation 6

Build a self-service module for new hires, hiring
managers, and HR personnel that facilitates the new-hire
process through dynamic checklists and interactions with
other campus computer systems.

See the Recommended Scenario section below for a
description of how the self-service module might work. Until
such a system can be designed, an updated version of the new-
hire process outlined by OHR and currently available on its
Web site can serve as the basis for a University-wide new-hire
process and can be linked to Blu, as well as academic and
administrative unit Web sites. Trainings for hiring personnel
and supervisors should be conducted to communicate what the
campus expectations are with regard to new hires. The list can
also be used by new hires to help them navigate their way
through the system, particularly if it is linked up to other key
Web sites and provides detailed instructions, phone numbers,
and addresses of important departments to visit.

Recommendation 7

Digitize and make available online as many new-hire
forms as possible.

As noted above, digital forms along with electronic
signatures would significantly improve the new-hire start-up
process. Some forms, including the W2 form, are already
available (see the People Tab — Self Service on Blu, look for
ezW-2) and are good models to follow. Forms could be
prepopulated with information collected in eRecruit and
HRMS to conserve administrative and financial resources. All
the online forms associated with the new-hire process should
be made available through the new-hire module on Blu. For a
complete list of new-hire forms, see Appendix N.
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Recommendation 8

Collect additional information through eRecruit to enable
more new-hire tasks to be accomplished prior to the first
day of work.

The new-hire intake process begins in eRecruit. Either by
collecting additional information up front, such as mother’s
maiden name, or allowing candidates to log in and update
their application profile during the hiring process, eRecruit
can be used to facilitate a number of new-hire tasks prior to
day one, including background checks and CalNet ID
authentication. Also, information in eRecruit can be used to
prepopulate forms and manage some communications
between the campus and the candidates prior to hiring. Upon
making a job offer, all the information in eRecruit can be
immediately handed off to HRMS, automating the process of
entering new-employee data into HRMS as soon as it is
available.

Recommendation 9

Enable CalNet ID authentication for new employees prior
to their first day.

On average, it took new employees that we surveyed 3.6
days to obtain essential items such as their CalNet ID and
passphrase. To some extent, this delay is associated with the
complex process of obtaining a “token” (secure electronic
key) from a campus-approved CalNet deputy prior to being
able to set up an account. This extra security step allows for
in-person identification of an individual against a valid picture
ID before allowing access to sensitive data and computer
systems. While many people on campus feel that the CalNet
deputy process is a little arcane, the benefits of obtaining
visual proof of identity for new employees on campus far
outweighs the negatives.

The project team feels that CalNet authentication should
occur between the date of job acceptance and the date of hire.
This would allow new hires to have access to Blu prior to
being on campus to fill out forms and set up services, and to
have full access to computer systems and Web sites that are
necessary for their job. We propose two solutions that
automate the CalNet ID process but still keep security as a top
priority.
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Students are currently able to activate their CalNet ID
online prior to coming to campus by using a PIN number that
is mailed to them and providing personal information gathered
earlier in the admissions process to verify themselves.
Because students typically do not have access to the degree of
sensitive information that faculty and staff have, in-person
identification may still be a campus requirement. If this is the
case, new hires could sign up for a temporary CalNet ID that
would allow them to access Blu upon job acceptance. Then,
on the first day of work, new hires would be visually
identified by their HR personnel manager as part of their I-9
identification and would receive a token or additional access
at that time. Either way, the goal is to ensure that new hires
have Blu access prior to their first day of work and a CalNet
ID on their first day.

Both Tessa Michaels and Reggie Nance advocate a “One
Stop Shop” where new employees and students alike can get
parking permits, class passes, Cal 1 Cards, and the CalNet
passphrase. This office would serve as a centralized location
where people new to campus could learn about the services
they are “entitled” to (i.e., library services). During times of
heavy use, such as the beginnings of academic terms, satellite
offices could be set up to service special sectors. For example,
Tessa Michaels suggested that satellite offices could be set up
at the fall faculty retreat or at employee orientations.

Recommendation 10

Provide online orientation and trainings to ensure new
employees have access to training on demand.

New employee orientations occur once a month and are
sometimes filled two-weeks in advance, causing a potential
wait of 1.5 months before a new employee receives a proper
introduction to Campus. Additionally, many systems such as
HRMS, BFS, and PPS require training before use is allowed.
We learned anecdotally that when new hires are unable to
receive prompt training and immediate access to computer
systems, other employees in the department compensate by
sharing login names and passwords, thereby creating a
security risk.

The project team’s solution is for the campus to offer
orientations and important trainings online in a self-directed
format, similar to how the campus currently addresses sexual
harassment training. The team discovered that the University
is currently investigating software called Breeze that would
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enable online trainings. In our best practices research, we
found online trainings and orientations that were successfully
implemented, particularly at the University of Washington.

Recommendation 11
Enhance the Welcome component of the new-hire process.

Although the Welcome component of introducing new
faculty and staff to campus is beyond the scope of our project,
we learned a number of things we would like to pass along in
the form of specific recommendations. The Berkeley campus
can create a welcoming environment by focusing on five
initiatives: Consistency, Video, Checklists, Manual, and
Orientation Programs.

Consistency: In reviewing the data received from the
AAPM Questionnaire, the need to have a consistent process
became evident. The academic departments perceive that their
new-hire process is different from the administrative units’
processes although this is not true. The new-hire process
should be the same for both sides of the campus. These
procedures should be housed in one location and made easily
accessible to both academic and administrative departments.
Currently the process is outlined in the Central Human
Resources Web site under resources for supervisors. Currently
there is no link on the homepage for supervisors or hiring
personnel to go to for quick review.

Additionally, our research highlighted a need to have
departments do as much preparation for the new hire as
possible before the first day of employment. This will make it
easier to communicate department expectations to new hires
on their first day of employment.

Video: UC Berkeley is a large institution and is
overwhelming for new hires. To solve this problem a video
offered on the UC Berkeley Web site modeled after the video
produced by UC San Diego would help more people feel
welcome and informed. The video can introduce our
Chancellor and the Vice Chancellors, as well as give an
overview of our history and importance in the community.
The video can also provide some structure for the new hire in
relation to understanding our mission and goals of the
campus.

ChecKklists: There could be two checklists offered,
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preferably online and interactive, one for the newly hired staff
member and one for the supervisor. The new-hire checklist
would highlight first-day essentials and what steps must be
taken to obtain them. The checklist should be based on UC
San Diego’s list, which assigns new hires the responsibility of
completing certain tasks during the first week of employment.
There could also be an interactive online checklist for the
hiring personnel listing first-day essentials and steps the
department should take to prepare for the new hire.

Manual: The campus should create a comprehensive
manual for new hires that highlights various resources
available to them on campus, as well as important dates and
events. The manual can begin with a welcome message from
the Chancellor followed by an organizational chart explaining
the complex structure of the University.

Orientation Programs: If an online orientation program
cannot be developed, the traditional campus orientation
program should be held more than twice a month to meet the
needs of the new hire. Additional programming could be
created, such as the New Staff Orientation and Resource Fair
at UCSF, to welcome staff and encourage networking.
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Recommended Scenario

Jane is the director of finance. She is in the middle of a
search for a new associate director of finance. She is using
eRecruit to promote and manage her search process. After a
month of reviewing resumes and two rounds of interviews,
she has the pool narrowed down to 2 strong candidates and
one back up candidate. At this point, she alerts the two top
candidates — Melanie and Craig — that she is ready to
conduct the final interview. When her assistant calls them to
set up the interview, he asks them if they would be willing to
submit to a background check as a requirement of taking the
position. Both candidates agree to this, so Jane brings up their
profiles in eRecruit and initiates the background checks.

Jane brings in both Melanie and Craig in for their final
interviews. In this round, Craig really shines. The next day,
Jane calls to offer him the job and explains what the salary
will be. He counters with a higher salary, but he seems very
interested in taking the position. They have a few more phone
calls to iron out all the details and arrive at a number that
works for both of them. After her last call with Craig, Jane
pulls up his profile in eRecruit and indicates that she is ready
to issue an offer letter. She identifies his position from a series
of pre-determined pull-down menu of roles and indicates the
salary she is offering. After Jane saves her changes, eRecruit
sends an e-mail to Craig with a copy of the official offer
letter, which is also being mailed to him.

The offer letter e-mail requests that Craig log on to
eRecruit to complete his job application (he would use the
same login and password he created to apply for the job).
When he does, the system welcomes him to the UC Berkeley
community and explains that he is nearing the end of the
hiring process. The system then requests that he provide his
social security number and driver’s license to assist in the
final stages of hiring, which include identification
verification. While on eRecruit, Craig can view a copy of his
offer letter and sees that his background check has been
successfully completed and a letter has been mailed to him.
An e-mail regarding his background check has also been sent
to Jane along with paper verification.

The next day, Craig calls Jane and says that he has
decided to take the job. They work out a start date for two
weeks in the future. Jane welcomes him aboard and says that
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in the meantime, he will be receiving a series of e-mails from
UC Berkeley instructing him on how to complete the hiring
process and prepare for the first day of work. When Jane gets
off the phone with Craig, she pulls up his profile in eRecruit
and clicks a button indicating that Craig has accepted her job
offer.

Based on the role that Jane had indicated earlier, the
system prompts her to review a checklist of startup items that
may be required for that role. She is asked to select which
items will be needed in this instance. She selects computer,
phone and voice mail, business cards, building keys, access to
BFS, a CalMail account, a Cal Agenda account, and a parking
permit. Because all employees are required to have a CalNet
ID and a Cal 1 Card, these items are already pre-selected.
After she saves her changes, eRecruit hands off Craig’s
profile to HRMS and an employee ID is created.

At this point, the new-hire system begins to contact other
systems to initiate requests for services. The system contacts
Parking and Transportation and puts in a request for a parking
permit. This request in turn triggers Parking and
Transportation to mail out 1 day-use parking permit to the
address indicated, approximately one week before the start
date. The system also contacts ICE and registers the new hire
for a BFS training class and the monthly new employee
welcome luncheon (which replaces orientation, now done
online). The system can also generate regular e-mail
reminders to the supervisor to complete tasks that are
department specific.

One to two days later, HRMS confirms that Craig’s
information has reached HR BAIRS and issues Craig an e-
mail requesting that he log into Blu, the University’s faculty
and staff portal. The system issues him his employee ID and a
temporary PIN to enable him to do this. The URL he is given
is a page on Blu specifically designed for new hires. This page
welcomes him to the Cal community and explains that he
must first verify his identity before gaining access to Blu.
After logging in with his employee ID and temporary PIN, he
is asked to answer a series of personal questions designed to
verify his identity. Once his identity is verified, Craig is
issued a token that he can use to activate his CalNet ID and
then log into Blu.

Once Craig logs into Blu, the system welcomes him to the
UC Berkeley community and explains that in order to make
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his first day on the job more successful, the University has
created a new-hire tool to assist him in getting started. In this
“new-hire view” of Blu, there is a special section at the top
featuring Craig’s personalized checklist of items to be
completed for hiring. The checklist lets him know that his
supervisor has requested a computer, phone/phone number,
and keys. From this view he can also see that a parking permit
has been ordered and that he will soon receive in the mail a
single-use parking pass for his first day. The system also
alerts him to the days when he has been signed up for BFS
training and the new employee luncheon. At this point, the
system recognizes Craig as a new hire or “offered” hire and
blocks his access to key systems and databases until he can be
visually identified and he has started work on campus.

In this view, under the Quick Access menu, Craig sees a
variety of options, including “First-Day Forms,” “Setting up
Your Calendar,” “Setting up Your E-mail,” “Ordering
Business Cards,” “Setting up Blu,” “Online Orientation,” and
“A message from the Chancellor.” Each link leads Craig to a
page that walks him through that particular task. Under “First-
Day Forms,” Craig finds a list of all the forms he needs to fill
out and bring with him on his first day of work, including a
W2, 1-9, Emergency Contact, Employee Data, Payroll
Distribution, Demographic Data, and State Withholding.
Craig is able to complete most forms online. These completed
forms are e-mailed to the HR representative in his hiring
department and are kept in his file. He prints out the forms
that need to be brought into the office. If he is unable to print,
he can leave the forms on the system and print them out on his
first day of work.

At this point, Craig is in the system and has a CalNet ID.
His equipment has been requested and he is signed up for the
necessary trainings. He has filled out all the forms necessary
for his first day of work and he has had some time to view the
online orientation and video message from the chancellor. His
parking pass along with a map showing him which parking
lots he can park in on his first day came in the mail a few days
before he was due to start work. The day before he starts
work, he and his wife go out for a celebratory dinner.

On Craig’s first day of work, he arrives at 8 a.m. and uses
his complimentary parking permit to park in a lot near his new
office. He meets with Jane, who introduces him to people in
the office and shows him where his desk will be. On his desk
is his new computer and phone. Jane asks him if he had any
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trouble with the new-hire tool and he shows her his stack of
signed forms. She instructs him to visit Cheryl, the
department’s HR representative, and then to visit the Cal 1
Card office to get his photo ID. After that, he can come back
to the office and get familiar with his computer and then she
will take him out to lunch.

Craig visits HR to turn in the rest of his forms and verify
his I-9. While verifying his 1-9, Cheryl pulls up his profile on
HRMS and clicks a button indicating that she has visually
identified him and everything checks out. She also gives him
information on signing up for benefits and explains that he
can do this through Blu, which links to
atyourservice.ucop.edu. She gives him directions to the Cal 1
Card office and tells him that the next step is getting his photo
ID. Once he gets his card, he comes back to his desk and logs
into Blu. Now that Cheryl has visually identified Craig, he has
access to more items on Blu including benefits. On Blu, he
sees that he still has a few more tasks to complete before his
hiring process is finished. Now that he has his phone number,
he can order business cards through UC printing at
ucprint.berkeley.edu.

Jane stops by Craig’s desk to see if everything is working
out all right. He says that he’s completed all his paperwork
and shows her his new Cal 1 Card. She takes him to lunch at
the Faculty Club and they talk about how beautiful the
campus is in spring and how exciting it is to work for the top
public university in the world.
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Cost-Benefit Analysis

Quantitatively and qualitatively, our cost-benefit analysis
supports the implementation of our proposed
recommendations. Current processes cost the campus
$215,441.22 to bring aboard the new hires in our surveyed
population. If our recommendations had been in place when
those surveyed were hired, $185,309.58 could have been
saved.

To arrive at these figures, we took the average salaries of
new hires, added a benefit cost (22 percent), and divided by
the number of hours worked in a year (2080). We then
multiplied the resulting hourly wage by the reported time
(28.6 hours) it took to get set-up to work on campus. We then
subtracted the existing cost with our projected cost, of four
hours of set-up time ($30,131.64), and obtained projected
savings of $185,309.58. This translates into to a 715 percent
savings for the University. The intangible benefit of our
proposed recommendations is that the campus can advance a
public face of competence, efficiency, and service and make a
good first-impression with new hires. For a detailed
explanation of the cost benefit analysis, see Appendix O.

Our initial estimates project a significant savings for the
campus, but in order to realize these savings, an investment
must be made in programs that support the political, cultural,
and technological changes we are recommending. It is
anticipated that many of our proposals would fall under the
ownership of the Vice Chancellor of Administration, and that
this unit would provide ongoing funding for these projects.
Initially, however, funding is likely to come from a variety of
sources.

Our deployment strategy focuses on minimal
technological change in order to keep down the cost of
implementation and eventual maintenance. Our new-hire
module will be integrated with existing systems such as
eRecruit and Blu so that the campus can further leverage its
investment in the People Soft human resources software and
create efficiencies that reduce cost. Current FTE budgeting

can be leveraged too: Blu already has FTE dedicated to it (and

Tessa Michaels CTO of BAS and functional owner of Blu,
already supports many of our proposals) so modest changes
and shared costs can be shouldered within this framework.

The first step in the successful implementation of our

"I was fortunate
that my previous
employer allowed
me to keep my
e-mail account in
the transition.
Given the delay in
setting this up at
Berkeley, | would
have been
without e-mail
for nearly five
weeks.”
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recommendations is having a champion dedicated to acting
upon this proposal. We expect that the project champion
would help to unite all levels of the organization in the
adoption of our recommendations by strategically promoting
the financial, political, organizational, and technological
benefits of the recommendations. In addition to a project
champion, we believe the reorganization of the Chancellor’s
cabinet and the creation of the position of Vice Chancellor of
Administration will provide a cohesive platform for the
advancement of our proposals.

Ultimately, the success of our recommendations requires
that there be a dedicated person overseeing the daily operation
of the new-hire module. We propose that the position of
information manager be created within the Vice Chancellor of
Administration’s unit. This position could be shared with Blu
and eRecruit — each unit paying only a third of the $33,333
FTE salary — to save costs. The information manager would
not only oversee the business and technical aspects of the new
module, but would also coordinate the efforts between
departments and units and promote the strategic vision and
benefits of the module to the entire campus community.

New Employee Start-Up Package
Leadership Development Program (LDP)

Page 55 of 59



Program Evaluation

In the event that the recommendations we are proposing
are adopted, we are suggesting the following methods for
evaluating their success:

Follow-up New Employee Survey

Six months to a year after enacting the changes we have
outlined, a follow-up New Employee Survey should be
conducted. Existing data from the first survey can be
contrasted with the new data to determine if there is a positive
trend in time-to-productivity and in the overall impressions of
new hires. For example, the average time to gain all first-day
essentials can be compared. While the surveyed populations
will not be the same, the follow-up survey will identify
overall trends on campus.

User Group Sampling

A few departments should be selected for observation
prior to the launch for a before-and-after comparison during
the pilot phase of the program. Items to be tracked could
include ease of hiring, number of days to obtain first-day
essential items, and supervisor/new employee satisfaction
during the hiring process.

Academic and Administrative Personnel Managers
Questionnaire

Prior to the launch of any new initiative, the information
manager could work with select AAPM representatives to
develop a set of expectations for the proposed changes.
Within a year of the changes being made, a follow-up AAPM
Questionnaire could be conducted to assess whether or not
those expectations were met. Milestones by which the project
can be tracked could be developed based on project goals and
user expectations.

Funding Signal

If projects stemming from the recommendations in this
report were to receive regular, ongoing funding from the
campus after a pilot period. This would be a signal that the
campus perceives the value of the project and is willing to
make an investment in its continued success.

“Streamline
communication
between offices.
It took at least 20
e-mails and phone
calls, plus
multiple office
visits, to
straighten out
problems with my
ID number, ID
card, and payroll.”
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Future Research

During the course of the project, our team discovered
several areas related to our project that are good candidates
for future research. Over the next year or two, we feel that the
University needs to further investigate: departures, data
integration, and PPS.

Departures

Whenever an employee permanently leaves the
department and will not be returning to work, it is consider a
departure. The individual should return all UC Berkeley
properties to the department in a timely manner and that
individual’s access to all University systems should be
revoked.

Challenges

Unlike the essential items needed on the first day of work,
it is difficult to assess the various items and access employees
have obtained over the course of their employment. Another
challenge is that it may be necessary for business items and
access to be returned at different times. For example, it might
be important to return the office or building key on the last
physical day in the office, but e-mail access may need to be
remained active for a longer period of time.

Benefits

It is important that former employees no longer have
access to resources that only employees should have. Also, by
collecting items such as laptops back from former employees,
the campus can conserve its limited resources. Solving these
issues are just two major benefits to conducting further
research on employee departures.

Data Integration

The various University data systems have become
increasingly integrated over the last several years. However,
the problems associated with data integration across these
various systems are something the University will continually
have to deal with over the next few years.

"My hiring
experience was
the best I've had
— especially at a
university.
Everything was
well organized for
me and | came to
work on my first
day with a
computer,
e-mail account,
phone, and
voicemail.”
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Challenges

There are several important challenges facing better data
integration. For example, we identified the following
challenges during our work on this project: 1) Overnight delay
in dataflow from HRMS to HR BAIRS (Data Warehouse); 2)
Confusing diversity of interfaces; 3) Non-unified access
request systems; 4) BFS and HRMS are so heavily
customized for the Berkeley staff that upgrades are very
difficult; 5) BFS and HRMS are the same platform but are not
integrated; 6) Duplicate directory services at HRMS and
CalNet; and 7) Duplicate IDs in HRMS and CalNet.

Benefits

The benefits of better integrating these systems are
numerous. First, it will reduce many of the data propagation
delays between those systems. Second, it will reduce data
duplication and thereby reduce possible data corruption.
Third, it will streamline business processes. Finally, it will
create a better user experience.

PPS

PPS is the system used to store payroll data including pay,
hours worked, etc. From our research, we found out that PPS
does not have a big affect on first day issues. Most of the
issues are within HRMS and live data feeds

Challenges

PPS is an old mainframe system designed by UCOP that
all campuses are required to use. It is expensive to run and
requires a large staff to maintain. PPS is written in an outdated
computer language that many people are unfamiliar with. This
requires that the University pay high-priced consulting fees to
programmers who can maintain the antiquated system.
OPTRS is the time reporting system that is a subset of PPS.
HRMS feeds into PPS once a hire transaction is complete and
active (start date entered into system). These transactions are
uploaded nightly. It is possible to put future hire dates into
HRMS. However, the data does not go into PPS until the
night before someone starts their job. Once someone is in the
PPS system, this triggers pay and service credits. This is why
people do not get entered into PPS until they are actually on
active pay status.

All ten UC campuses use this system. Add-ons and
modifications were added to the system that make it inflexible
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and difficult to maintain. Each night an exception report is
produced showing any problems that need to be addressed.
PPS has difficulty communicating with other campus systems
because it is outdated. A lot of time and resources are devoted
to translating data between the two systems.

Benefits

Bringing cohesion into the business and technical
processes would create better flow of data. Data flows fine
through PPS right now, but it is becoming increasingly
difficult to maintain and keep systems talking with it. Sooner
or later, this system will need a major overhaul.

PPS will most likely become a Web-based application.
UCOP needs to catch up to what Berkeley is doing. There has
been no talk from UCOP of changing the system. A lot of
people who designed the system are leaving/retiring. The
future of PPS will be discussed soon at the Payroll Manager’s
Conference.
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