New Team Member Introduction Protocol
The following “team member introduction” protocol was established by students in the Scottsdale, Arizona Managing Multiple Projects course of November 2010.  Their goal was to ensure that new team members understood the project context and were able to identify resources for support early in their efforts.  

1. Identify the project sponsor (Manager)  

The step insures that participants know who the primary approval authority is for the project and affords a sense of relative perspective on the project’s importance, priority and goals

2. Identify the process owner

This step ensures that the team member has a clear understanding of who manages the processes where they will have the most direct impact and effect. 

3. Identify the location of the primary documentation respository(ies)

This step ensures the team member knows where to both store and retrieve project documentation.

4. Assign mentor or “buddy” (peer support)

This step provides the team member with a peer for questions which do not require formal escalation

5. Generate a project orientation checklist

While the checklist itself may be standardized, it may also include project-specific or team-member-specific information that needs to be generated before the team member is considered fully “on board.”

6. Provide a one-on-one meeting opportunity with the project sponsor

Once the team member has a clear understanding of the basics of the effort, this meeting allows the “loop to be closed,” ensuring that the team member has a sense of management’s goals and vice-versa. 

