Guidelines for onboarding new employees at the Danish School of Education (DPU)

Workplace Assessment (WPA) surveys at DPU have shown that new employees, often in
junior positions such as PhD students, research assistants and postdocs, want a more
structured onboarding process, as experience shows that many questions of a practical
and cultural nature arise at the start of employment. Different traditions have already
developed in the various departments, the secretariat, at Campus Emdrup and Campus
Aarhus, but there are no common guidelines for DPU. A more structured onboarding
process will enable DPU as a workplace to take better care of the well-being of each
new employee and the psychological working environment.

A working group has formulated minimum standards for welcoming new employees.
Responsibility

The head of department is responsible for ensuring new employees receive a warm and
proper welcome. New employees at Campus Aarhus are welcomed by the campus
manager on their first day of work if the head of department cannot be there. The head
of department organises a personal meeting within the first month of employment.

This responsibility applies to all salaried staff employed for more than six months. For
shorter-term employees (less than six months), as well as interns and student
assistants, the affiliated member of staff provides an introduction to DPU.

For guest researchers/guest PhD students (non-employees), the academic hostis
responsible for welcoming and looking after their guest, including an introduction to the
department and DPU, regardless of the length of their stay.

1. Written communication

All new employees for a period of more than six months receive a welcome email from
the secretariat containing practical information such as departmental affiliation, office
space, equipment, rules and procedures for holidays and absence due to sickness, an
introduction to DPU (the ‘Welcome to DPU’ brochure), links to an online course in GDPR
etc.

At Campus Aarhus, a supplementary email is sent by the secretariat in Aarhus
containing information about the local facilities.

Employees whose teaching and administrative work is registered in Vipomatic receive a
welcome email from the Vipomatic team.

Employees who are expected to file records receive a welcome email from the
Workzone superusers.

All written communication explicitly states who new employees can contact if they have
any questions.



2. Meetings and activities

a. Offer of a’buddy’

All new employees for a period of more than six months are offered a ‘buddy’ by the
head of department. Buddies do not necessarily have to be colleagues working in the
same field; for new PhD students, a buddy might be a more experienced PhD student,
while for new postdocs, it might be any more senior colleague. As the buddy’s role is to
ensure the new employee’s comfort and well-being, they should be located at the same
campus as the new employee.

The buddy is also responsible for introducing the culture at the department and at DPU,
such as where and when staff eat lunch, the Christmas party, communal breakfasts,
the exercise club etc. The role of buddy is allocated working hours in Vipomatic (5-10
hours).

b. The procedure for welcoming new employees is split into several
stages:
i) The first day at work

Whenever possible, the head of department welcomes new employees on their first day
of work, with the new employee’s buddy also coming to say hello.

In Emdrup: the department’s educational administrator arranges a guided tour of the
campus, including the library and canteen.

In Aarhus: the campus manager welcomes the new employee and a member of the
secretariat arranges a guided tour, including the library and canteen.

ii) The first month

The head of department, buddy and, if relevant, research leader, introduce new
employees to the department and relevant partners. The educational administrator
introduces the new employee to the members of the secretariat and their roles and
responsibilities.

The occupational health and safety representative and the union representative drop by
the new employee’s office to introduce themselves.

New employees meet regularly with their buddy.
iii)  The first three months

The head of department holds a follow-up interview with the new employee after the
first 2%2 months of employment, focusing on well-being and social relations as well as
the need for support to overcome any academic challenges.



The head of department provides an introduction to the organisational structure across
DPU, the Faculty of Arts and Aarhus University with a focus on the division of tasks and
responsibilities, including guidelines for good research practice and research ethics.

The new employee’s buddy arranges a follow-up dialogue meeting.
3. International employees

If a new employee does not speak Danish, the head of department has a special
obligation to tell them about the culture and language at departmental meetings and
meetings for teaching staff, and to inform the rest of the department.

Various models can be chosen to overcome language barriers, for instance:

e Departmental meetings and joint staff meetings are held in English

e Presentations are written in English and meetings are introduced in English but
held in Danish. In such case, it should be underlined that those in attendance
are welcome to speak or ask questions in either English or Danish

e Aninterpreteris appointed (e.g., the employee’s buddy) to translate and
summarise the meeting’s key points, either during or after the meeting

e Thereis afocus on the language spoken during lunch breaks and informal
meetings so that non-Danish speakers are included in conversations. Care
should for example be taken to ensure colleagues sitting close to the non-Danish
speaker are comfortable speaking English.



