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Setting the Stage

• Academic Institution
– Decentralized structure

• KSU Records Manager for 3.5 years
• Shared Governance

– Faculty Senate, Records and Information 
Management Committee, Data Governance 
Group, etc.

• Fire and Pandemic slowing progress



The Actors

• Records Manager
• Director of Human Capitol Services
• Records and Information Management 

Committee: https://www.k-
state.edu/arm/records/committee.html

• ITS
– CIO, Deputy CIOs, and their designees

https://www.k-state.edu/arm/records/committee.html


The Problem
• Campus Welcome 

Event:
– Does not address RM or 

anything beyond general 
onboarding topics

• Decentralized nature 
means this is 
sometimes the only 
training/guidance 
people receive



Why Do We Care?
• The general onboarding is great but, with no 

standardized onboarding process for each unit will 
prioritize information differently

• 10 minutes is not enough time to cover all the different 
services, policies, procedures, and the University 
Handbook

• When people leave the university or change 
departments they have retained permissions/access that 
they should no longer have

• Loss of productivity and increased stress on new hire
• Pushes new hires to critical additional trainings in ITS, 

RIM, and various other needed information



Benefits of Onboarding
• Shorten the learning curve and increase productivity 

for new employees
• Compliance with organizational procedures and goals
• Promote communication between the new hire, 

supervisor, and organizational structure
• Improve job satisfaction and retention of new 

employees
• Reduce management needs and stress
• Establish and build trust between new employee and 

their unit/department



Benefits of Offboarding
• Clear communication between supervisor and 

leaving employee
• Prioritize projects for replacement or those who 

will take over duties
• Clean-up email, workspace, and storage locations
• Communicate with IT to remove 

access/permissions
– Return equipment

• Are there any legal/compliance checkpoints in 
the near future?



The Solution/Where We Are (KSU)

*Credit: Angela Ossar Texas Governor’s Office – Borrowed heavily 
from their forms



The Solution/Where We Are (KSU)
• Records and Information Committee reviewed 

forms and discussed next steps
• Work with Human Capitol Services (HCS) to 

establish forms for onboarding and off 
boarding
– Likely will work from the draft forms to make a 

Qualtrics or web forms system
• Working with ITS to build electronic forms and 

establish a workflow for HCS



The Solution/Where We Are (KSU)

• Likely will go through several more revisions
– Review by several other governance groups on 

campus

• Next steps timeline: rollout by January 1st



Thank You

• Please feel free to message/contact me if you 
have any questions or comments:

• Ryan Leimkuehler: rleimkue@ksu.edu

mailto:rleimkue@ksu.edu
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