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Introduction

Welcome to the Faculty of Arts and Sciences (FAS)! As the largest of the nine faculties that constitute Harvard University and the only division of the university responsible for both undergraduate and graduate education, the FAS is dedicated to being at the forefront of teaching and learning and fostering cutting-edge research and discovery. 

The staff of FAS is a dynamic, talented, and diverse group of people who support the FAS mission of excellence. No matter what your role or department, you are now part of an exciting community that makes a difference in the field of higher education.

[bookmark: _Hlk104200728]It can take time to adjust to any new role, and Harvard and the FAS can seem overwhelming and complicated. This guide is intended to help you get to know your new role, department, and workplace. Please note that some of the links below may not be accessible until you have your HarvardKey.

Congratulations and welcome to the FAS!



Harvard- and FAS-Wide Resources


Orientations
All new staff at Harvard and the FAS should attend new hire orientations. There are a few that you should be aware of:

· Harvard New Employee Orientation (NEO). New employees should plan to take part in this self-paced Harvard-wide orientation during their first few weeks. This orientation will share information about Harvard's structure and culture, as well as employee benefits.

· Getting Started at FAS. This is an orientation session specifically designed for FAS employees. Getting Started's core goals are to provide new FAS employees insight, information, and strategic support that will assist them during the onboarding process and through their journey within FAS and Harvard overall. The self-paced course is designed for new staff to take at their earliest convenience and may be paused/restarted at any time.

Getting Around Harvard – Online
HUID and HarvardKey
Your Harvard ID number (HUID) and ID card are crucial to access email, voicemail, and many other Harvard services. Most online resources within the Harvard community require verification of your identity through your ID number and HarvardKey, the unified online user credential, uniquely identifying you to Harvard IT applications and services.

· HUID. All Harvard staff, faculty, and students are issued a Harvard ID number. Your ID number is the first eight digits on your Harvard ID card. Your Department Administrator or manager should have this information for you.
· HUID Card. Visit the Harvard ID Office at the Smith Campus Service Center with a government-issued photo ID to request to have your photo taken and an ID card generated.
· HarvardKey: Once you know your HUID, you can claim your HarvardKey, which will allow you access to many online resources across the University. New employees should wait until their official Harvard email is assigned so that this can be used for their HarvardKey Login Name.

Harvard University Information Technology (HUIT)
Harvard University Information Technology (HUIT) supports technology and online resources for all Harvard staff, students, and faculty. They have information on tools for staff, including setting up two-step verification, getting access to email, and sharing secure files.

HUIT is also available if you have questions or need technical help, either via their IT Help Portal, over the phone, or via chat.

[bookmark: _Hlk97232631]There is a dedicated Harvard Phone page with user guides to help you set up your Harvard phone, voicemail, and Webex Calling. (Webex Calling is the softphone application that allows you to place and receive calls from a Harvard phone line through your mobile device or computer.)

PeopleSoft
PeopleSoft is Harvard’s HR reporting system. Here, you can update your personal information, view your paycheck, request absences, enroll in benefits, and more. PeopleSoft is also where you can update your direct deposit and view your paycheck.

PeopleSoft is accessible via your HarvardKey.

HARVie
HARVie is the online central hub for all Harvard staff. Here, you can find a breakdown of our employee benefits, information about Work/Life resources, a finding community page, and more.

Getting Around Harvard – On Campus
The FAS is comprised of over two hundred and fifty buildings, making up ten million gross square feet. That includes residential, instructional, laboratory, library, administrative, athletic,
theatrical, and dining facilities. 

Most of our buildings are in the Cambridge and Boston area, but FAS also has departments and units elsewhere, such as in Petersham, MA; Washington, DC; Johannesburg, South Africa; and New Delhi, India.

Finding your way around the FAS and Harvard Square can seem intimidating, but there are some helpful resources available. 

· Harvard University Campus Map. This interactive map allows users to search for academic and administrative buildings, labs, auditoriums, athletic facilities, houses, and more. 
· [Insert information about your particular department’s location.]
· Harvard Square website. Learn more about the neighborhood surrounding Harvard’s campus, including places to eat, local events, and non-Harvard parking information.
· Harvard University Dining Services - Cafes. All cafes are open to all members of the Harvard community and their accompanied guests.

Acknowledgement of Land and People
“Harvard University is located on the traditional and ancestral land of the Massachusett, the original inhabitants of what is now known as Boston and Cambridge. We pay respect to the people of the Massachusett Tribe, past and present, and honor the land itself which remains sacred to the Massachusett People.” – Harvard University Native American Program 

In Memory
Between 1636 and 1783, more than 70 individuals were enslaved by Harvard leaders, faculty, and staff. May we honor their memory, and the memory of all the enslaved women, men, and children whose labor generated wealth that helped create the Harvard we know today.

Important Policies and Procedures
New employees should be aware of the University’s policies, which apply to all Harvard staff. You can also learn more about Harvard’s policies and procedures in the Harvard Staff Personnel Manual and on Harvard’s union contracts.[footnoteRef:1] [1:  If employee is not in the union, remove the union contract language. ] 


Keeping Harvard Healthy
Harvard and the FAS are committed to ensuring health and safety for our staff, students, and faculty. 

· Harvard University Health Services: HUHS is a a multi-specialty medical practice exclusively for members of the Harvard community – students, faculty, staff, eligible post-docs, retirees, and their dependents.
· Environmental Health and Safety. EHS supports Harvard University’s mission of teaching and research by promoting a culture of safety, health, environmental protection, and emergency preparedness. 
· Harvard’s Employee Assistance Program: The EAP can help, offering free, confidential support and practical resources for you and your eligible household members, available 24/7/365 by phone and online.

You can find more information on Harvard’s commitment to community well-being in HARVie.

Performance Management
Performance management provides FAS staff and managers dedicated time to reflect on progress, clarify expectations, and discuss priorities and potential career paths. Performance management is intended to foster staff member’s individual success, to engage managers in the development of their staff, and to support the priorities and goals of the FAS.

The performance management cycle usually starts at the beginning of the academic year and extends into the following summer. At the beginning of the cycle, you have the opportunity to set goals and priorities for the year head. At the end of the cycle, you and your manager will have a summary conversation about how the year has gone. These goals, priorities, and summary conversations can be documented in PeopleSoft.

New staff members should have a conversation with their managers about performance expectations, goals for the coming year, and how you’ll share updates and feedback throughout the year.

Other Resources
A few other important places to be aware of regarding policies, procedures, and related resources include:

· FAS Human Resources
· Working at FAS includes information for all FAS staff.
· Managing at FAS includes information for FAS managers.[footnoteRef:2] [2:  If employee is not a manager, remove the ‘Managing at FAS’ language.] 

· University Disability Resources. UDR serves as a central resource on disability-related information, procedures and services for the University community.
· Environmental Health and Safety. EHS supports Harvard University’s mission of teaching and research by promoting a culture of safety, health, environmental protection, and emergency preparedness.
· Administrator’s Atlas. These guides will provide you with a menu of the variety of resources available within the different functions within FAS.
· Office of Gender Equity. OGE works to foster an inclusive community and provide needed resources to address issues of sexual harassment and other sexual misconduct. 
· [bookmark: _Hlk213061357]FAS Office for Academic Culture and Community. The FAS ACC office is committed to ensuring all members of our community are connected, supported, and empowered to contribute to a thriving intellectual environment.
· [Insert other relevant resources for this position/department.]

Connecting Across Harvard
Harvard Directory
There are a few different ways to find contact information for your colleagues at Harvard:

· Harvard Directory. This public directory includes contact information for staff, faculty, and students currently at Harvard.
· Internal Directory: Accessible via your HarvardKey, this directory provides more extensive contact information for the Harvard community.

[bookmark: _Hlk213062996]Harvard Terms and Acronyms
Trying to understand all of Harvard’s terms and acronyms can be a job of its own. To help, there are some resources that explain Harvard’s particular terminology:

· Harvard College Terms and Acronyms
· Harvard Speak
· Getting Started at FAS – under attachments 

[Include other acronyms/terms that may be particularly relevant to your department, or that are particular to your department’s work.]

Employee Resource Groups
The Harvard University Employee Resource Groups (ERGs) strive to promote equal opportunity, awareness, and understanding of Harvard’s rich and diverse community, centering on the experiences of staff and faculty from historically marginalized groups. These groups include:

· The Association of Black Faculty, Administrators, and Fellows
· The Harvard Asian Pacific Islander Desi Association of Faculty and Staff
· The Association of Harvard Latinx Faculty and Staff
· The LGBTQ Staff and Faculty Employee Resource Group (QERG)
· The Committee on the Concerns of Women
· Harvard Jewish & Israeli staff & Faculty Association (JISFA)
· Harvard Ability Plus Association of Faculty and Staff (Ability Plus)
· Harvard Neurodiversity Association for Faculty and Staff (ND AFS)

These are groups organized and led by employees.  ERGs work to help recruit, retain, and engage in diversity efforts and dialogue, and also find opportunities for staff members to socialize and build professional networks across Harvard.

Training and Development
From one-off classes to cohort-based courses, Harvard offers a variety of ways to learn and grow in your new role. A few places to find development resources across the University:

· FAS HR Learning and Development. FAS HR offers programs and events throughout the year for FAS staff members.
· Center for Workplace Development. CWD provides programs, tools, coaching, and consulting to Harvard employees and administrative and faculty leaders to achieve individual and organizational effectiveness.
· Harvard Training Portal. Harvard’s central hub online for trainings, both self-paced courses and in-person/Zoom programs.
· Harvard Division of Continuing Education. One of the divisions of the FAS, Harvard staff members can take DCE courses at a significant discount.


Benefits
Health and Wellness
Harvard offers a full range of benefits to keep you and your family healthy and supported in a variety of ways:

· Total Rewards. Harvard offer a wide range of rewards including pay, health, and retirement benefits. You can access a personalized view of the value of your compensation, health, insurance and retirement benefits in one place.
· Health Benefits. Harvard provides comprehensive health benefits and insurance programs that support you and your family. An enrollment guide will be mailed to your home address shortly after you are hired. (If you do not receive this packet within a week of your first day at work, contact Benefits Services at 617-496-4001 or benefits@harvard.edu.) You have 30 days from your date of hire to make your benefits choices.  You can enroll for your benefits using PeopleSoft, by following these instructions.
· Employee Assistance Program. Harvard’s EAP offers free, confidential help for all Harvard employees and their adult household members. You can reach the EAP any time for personal or work-related concerns at 877-EAP-HARV (877-327-4278) or via the EAP online.
· The Center for Wellness and Health Promotion. From massage and acupuncture to meditation and midday stretch sessions, this group provides a wide range of wellness-related workshops, services, and classes available to all Harvard community members. 
· Harvard Athletics Facilities. Memberships are available to staff, faculty, students, alumni and eligible family members.

Getting Around
Harvard's CommuterChoice program is the go-to place for commuting information, including biking, public transit discount passes, Zipcar memberships, ridesharing, campus shuttles, van services, and more.

If you prefer to drive, employees are eligible to apply for an annual parking permit. Harvard Transportation & Parking Services includes rate information, an online application, maps, and more.

Employee Discounts and Perks
Harvard staff have access to a variety of discounts and perks, both at University institutions and in other organizations across Massachusetts and the US.

· Harvard Museums. Harvard is home to numerous museums—each focusing on different aspects of art, culture, or science—as well as a theater, film archive, arboretum, observatory, and forest. Your Harvard ID provides free admission to many events and exhibitions.
· Harvard Library. Our collections number over six million digitized items, 21 million volumes, 400 million manuscripts, one million maps, and tens of millions of digital images, and our rare and special collections are amongst the most remarkable in the world. Harvard staff have access to digital and print resources across Harvard’s library system.
· Outings & Innings. Through Outings and Innings, you can purchase tickets to the movies, museums, theaters, music and dance venues, professional sports, amusement parks, and more at discounted rates.
· The Tuition Assistance Program (TAP) and Tuition Reimbursement Program (TRP). Harvard staff are eligible for both TAP and TRP. TAP helps pay the cost of tuition for courses taken at participating Harvard Schools. TRP helps pay the cost of tuition for qualifying courses taken at other accredited institutions. To learn more about these programs and eligibility, you can access the brochure. 


Department and Role-Specific Resources

[INSERT WELCOME FROM DIRECTOR/CHAIR/OR LEAD ADMIN]

Role and Responsibilities
As the [business title] in [department], some of your particular responsibilities include:

· [list any projects or responsibilities this job may include]
· [list any projects or responsibilities this job may include]
· [list any projects or responsibilities this job may include]

[You can take some of this information from the job description. If appropriate, you can break this into specific areas of responsibility, such as individual programs, processes, or groups.]

90-Day Orientation and Review Period
As you may remember from your offer letter, the first 90 days of a job (and sometimes longer) is an orientation and review period. This allows both you and your manager to evaluate how your new job is going, what resources you might need, and if any changes need to be made.

For your O&R period, some expectations and goals are:

· [list any relevant expectations/goals]
· [list any relevant expectations/goals]
· [list any relevant expectations/goals]

[If you have set up one-on-one check-ins with your staff, note them here.]

Training and Development
With all of Harvard’s opportunities to learn and grow, here are some helpful courses and resources we think will help you in your new role:

· Gender Equity and Inclusion Training for all managers and staff  
· Information Security Awareness Training Initial (Harvard Training Portal)
· [individual trainings/programs that will be helpful for this staff member; this can include:]
· [new manager trainings like UMT]
· [trainings on specific programs like Aurora, Buy2Pay, or Drupal]
· [departmental one-on-one trainings that apply to your group]
· [Careers@Harvard resources for hiring managers]


Collaboration
Whether you’re on campus or working elsewhere, connecting and collaborating with colleagues is an important part of work at the FAS.

[bookmark: _Int_3WpBmI4z]Our Department
[Include information about your specific department, including:]

· [An org chart]
· [Department website and relevant sections]
· [Department leaders and their roles]
· [Listing of different subgroups/committees and what they do]
· [Other relevant department information]

Remote, Flex, and Dynamic Work
Many FAS staff and managers are making adjustments to their work schedule and locations, including working in a hybrid model. Harvard University has flexwork guidelines and Dynamic work resources available for managers and staff. We also have Dynamic work strategies to help FAS managers and staff navigate remote and hybrid environments. 

In our department, we have the following processes and resources regarding remote, flex, and hybrid work:

· [information about alternate work setups, including:]
· [how to request remote/flex/hybrid work schedules]
· [planning coverage with your manager]
· [department hybrid schedule/anchor days]

Department Mentor/Buddy[footnoteRef:3] [3:  If there is no buddy/mentor, remove this section.] 

You’ll likely have questions that come up as you get settled in your new role. While you can always go to your manager and your department administrator for information or help, we’ve also asked one of your colleagues to be your mentor/buddy during this O&R period. Their contact info:

[Name]:
[Title]:
[Email]: 

Please reach out to them as questions arise or if you need any information about your new position or workplace.

Meetings
Some regular meetings you’ll attend are:

· [Include relevant meetings that the employee will attend, relevant participants/ times/ locations/etc. This could include:]
· [Weekly one-on-one meetings with your manager to go over ongoing work and any needs that may arise.]
· [Monthly internal department meetings]
· [Quarterly divisional meetings]

Department Applications, File Sharing, and Hybrid Work Tools
HUIT offers several options for sharing data and connecting online. Some of the tools we use in our department are:

· [Include relevant applications that the employee will use and related trainings such as:]
· [Microsoft Outlook/MS Teams/Slack for connecting and communicating]
· [Qualtrics for surveys]
· Zoom is used for the majority of our meetings.
· [bookmark: _Hlk97282481]You can access your Outlook, SharePoint and OneDrive remotely. SharePoint and OneDrive are great tools for sharing files and collaborating on work.
· Harvard’s Virtual Private Network (VPN) allows you to connect remotely to the Harvard network to access sensitive tools and resources. 

Helpful Contacts
As the largest school at Harvard, FAS can seem overwhelming in terms of knowing who to contact when you need something. A few helpful people to know are:

	Name
	Business Title
	Email
	Phone
	Department
	Reason for contact

	[Name]
	Department Administrator
	[Email]
	[Phone]
	[your department]
	First point of contact
for department- and FAS-related policies, questions, processes, etc.

	[Name]
	HR Partner
	[Email]
	[Phone]
	FAS Human Resources
	Support, guidance, advice, and concerns regarding HR and organizational matters

	Nikki Brown
	Leaves Consultant
	leaves@fas.harvard.edu
	617-496-2553
	FAS Human Resources
	Information about medical leave of absences and reasonable accommodations.

	Harvard Central Benefits
	N/A
	benefits@harvard.edu 
	Call center: 617-496-4001

M, T, Th, F, 9 a.m.-5 p.m.; W, 10 a.m.-5 p.m.
	Harvard Benefits Office
	All benefits-related information (health and welfare, retirement, tuition assistance, etc.)

	[Union rep name]
	[Title]
	[Email]
	[Phone]
	[Department]
	Union-related workplace questions and concerns

	[HUIT contact name]
	[Title]
	ithelp@harvard.edu 

	617-495-7777
	Harvard University Information Technology (HUIT)
	Our department’s contact for IT-related questions and concerns

	Ombuds Office
	N/A
	university_ombudsman@harvard.edu 
	617-495-7748
	Harvard Ombuds Office
	Provides informal, impartial, confidential and independent assistance for workplace concerns.

	Pamela Galowitz 

Danielle Farrell 

	Program Officer for Community Support and Nondiscrimination
Title IX Resource Coordinator

	pgalowitz@fas.harvard.edu  

farrell@fas.harvard.edu   
	(617) 496-5663

(617) 495-0321

	FAS Human Resources/Academic Affairs

	Provide a supportive point of contact for FAS staff, faculty, postdocs, and researchers who have questions or concerns related to discrimination, harassment, or professional conduct. They serve as Local Designated Resources (LDRs) for the University’s Non-Discrimination/Anti-Bullying policies and as Title IX Resource Coordinators.
 

	[Name]
	[Title]
	[Email]
	[Phone]
	[Department]
	[Area of work/help]

	[Name]
	[Title]
	[Email]
	[Phone]
	[Department]
	[Area of work/help]


Time Reporting and Requesting Time Off
Employee time reporting is done in PeopleSoft Time Reporting and Absence Management. Here, you can also view your absence balances. The Harvard Training Portal has information on:
· Reporting your time  [non-exempt staff]
· Approving and Adjusting Time and Absences [for managers]
· Harvard’s Holiday Calendar 

To make sure our team has appropriate coverage at any given time, we have the following process for requesting time off:

· [list any appropriate process for requesting time off, such as discussing with a manager, sharing days off information on a shared calendar, etc.]
· [Information about coverage plans, who is their backup, how should work be shared prior to time off so it’s accessible etc.]


Recognition
We know that people like you make a difference every day, in small and big ways. We have a few ways to recognize the great work of our colleagues throughout the year:

· [list relevant recognition programs/resources in your group; this can include:]
· [recognizing staff at departmental meetings]
· [highlighting staff in a department newsletter]
· [sharing a small token of appreciation]


Helpful Things to Know
All jobs have some areas that aren’t necessarily covered in a job description but are still very helpful in your daily work. Here are some helpful things to know in your new role:

· [include helpful tips/advice; this can include:]
· [useful process tips]
· [suggestions for navigating complicated situations]
· [approaches and ideas from staff who previously held this position]
· [department norms- is there a casual Friday where staff can wear jeans? Are there kitchen/fridge rules they should be aware of? etc.]
October 2026
FAS Human Resources


