
Welcome to 
Butler University

New Hire 
Orientation



• Welcome you to the BEST place to work

• Provide you with resources instead of paperwork

• Introduce you to Butler’s culture, mission, and 
vision

• Make your new employment transition as easy 
and smooth as possible

Objectives



Welcome Video

President James Danko

https://youtu.be/a-dvCGdlhds


The President’s Cabinet

Claire Konopa Aigotti
General Counsel

Bruce E. Arick 
Vice President for Finance        
and Administration

Kathryn Morris 
Provost and Vice President 

for Academic Affairs 

Lori Greene
Vice President for 

Enrollment Management

Barry Collier
Vice President and Director 

of Athletics

Melissa Beckwith
Vice President for Strategy 

and Innovation

Frank Ross
Vice President for Student 

Affairs

Jonathan Purvis
Vice President for 

University Advancement

Brent Rockwood
Chief of Staff



Meet Butler 
University

Video

https://www.youtube.com/watch?v=J0ru_mw7vl4&feature=youtu.behttps://www.youtube.com/watch?v=J0ru_mw7vl4&feature=youtu.be
https://www.youtube.com/watch?v=J0ru_mw7vl4&feature=youtu.be


Butler 101

Our Founding Principles and 
Priorities, Strategic Direction, 

and Mission



• Humanitarian ideals

• Inclusivity

• Integration of liberal arts and professional 

education

• Innovative curriculum

Founding Principles and Priorities



• Open-Mindedness

• Creativity

• Curiosity

• Intellectual Flexibility

• Civility

Butler University Guiding Principles



As members of the BU community faculty, staff, students, 
and affiliates have the responsibility to assure the highest 
standards of ethical conduct in all university relations.

The foundation is based on an atmosphere of respect and 
dignity for each individual in all social interactions.

It is expected that all individuals behave in a fair, honest 
manner while promoting an open and tolerant environment 
voicing opinions.

Butler University Guiding Principles



Just as Butler was founded on inclusivity, today we strive to 
be an inclusive employer welcoming of people from:

• Different backgrounds
• Races
• Religions
• Gender
• Sexual orientation
• Socio-economic status, and so on

We value diverse thoughts and opinions and welcome 
conversation as we grow together as Butler Bulldogs.

Butler University Culture of Diversity and Inclusivity



In the spirit of growing a culture of diversity and inclusivity, 
we have two separate policies regarding harassment and 
discrimination in the workplace:

• Non-Discrimination Policy (Not including Gender-based 
discrimination)

• Butler University Sexual Misconduct Policy

Butler University Culture of Diversity and Inclusivity



Butler’s Strategic Direction



Strategic Commitments



Strategic Commitments



Strategic Priorities



Butler University Mission



What the Office of 
General Counsel Wants 

Every Employee to Know

Claire Aigotti
Office of the General Counsel

2020



Education record: it’s darn near everything identifiable to a specific 
student (records, files, documents and emails) that the University, i.e., 
you, maintains. 

Key Exceptions: 
• Directory information, e.g., name, campus address, participation in 

clubs and athletics
• Disclosure to other school officials within the institution who have 

an “educational need to know”
• Document in the “sole possession of the maker”

Higher Ed. Loves Acronyms…FERPA



Aware of abuse/neglect: Phone BUPD (Butler University
Police Department) and CPS (Child Protective Services) 

We have minors on campus – So what?



Contracts:

1. Review contracts with General Counsel

2. Only authorized signatories (officers and Vice 
Presidents) may sign contracts on behalf of the University

3. Only the University (not colleges, departments, 
programs, etc.) can be a party to a contract

Eating spinach may make you strong, but does 
not mean you can sign contracts. 



Anti-Harassment Policies 
1) Prohibit discrimination based on protected classes  (Equal 

Opportunity Policy)
2) Prohibit sexual harassment (Policy on Sex Discrimination, Sexual 

Harassment, Sexual Misconduct and Domestic Violence)

• Know the policies and how to report

• University will investigate, determine responsibility and 
consequences 

• DO YOUR SEXUAL HARASSMENT TRAINING or you and I 
will get to know each other really quickly

Just say NO to harassment



• Legally required to provide reasonable accommodation for 
documented disability

• If an employee needs a reasonable accommodation:  
Human Resources

• If a student needs a reasonable accommodation: Student 
Disability Services

Reasonable Accommodation



• Is anything I’m putting out there confidential?
• If not confidential, is it “private”?
• Is the message appropriate?
• How will you feel when the General Counsel reads the 

message later???  

Think Before You Type – and DEFINITELY 
Before You Hit Send



Claire Konopa Aigotti
940-9900

caigotti@butler.edu

When all else fails, phone a friend.



Responding to a 
Disclosure of 

Sexual Misconduct

Maria Kanger
Title IX Coordinator



Butler University was founded on the 
principle that everyone deserves an 

excellent education. 
This principle continues to be central to 
our campus mission today, and informs 
our work in preventing and responding 

to sexual misconduct. 



Sexual misconduct is…

− Sex- and gender-based discrimination and 
harassment

− Sexual harassment
− Sexual assault
− Sexual exploitation
− Dating violence
− Domestic violence
− Stalking 

…prohibited at Butler University.



Employee Reporting Obligations

− Most University employees are expected to report to the 
Title IX Coordinator when they become aware of sexual 
misconduct
− Regardless of where the misconduct took place or if a Butler 

affiliate is alleged to have engaged in the misconduct

− Why?
− Butler wants to ensure that:

− Everyone on campus is safe 
− People who have experienced sexual misconduct are 

aware of the rights, options, and resources available to 
them on campus and in the community



− Ensure that they are safe
− If anyone is in immediate danger, call BUPD 

ASAP

− Listen without judgment

− Allow them to share as much or as little information as 
they would like
− It is NOT your job to investigate

− Explain your role

If someone discloses to you…



Explaining Your Role

− Let the person know that you are expected to report 
sexual misconduct to the Title IX Coordinator

− Be mindful of interrupting the person 
− Can have a chilling effect 

− E.g., “Stop! Before you tell me anything, I need you to 
know…”

− If you are concerned that the person is not aware that you 
are expected to report, it’s okay to interrupt, but consider 
how you do it
− E.g., “I want to hear whatever you want to share, but I also 

want you to be fully informed, so you can decide whether 
you’d like to share…”



Explaining Your Role

− Do NOT promise confidentiality or anonymity, but DO 
promise a high level of privacy

− Explain why you’re expected to share this information
− The University wants to ensure:

− The person is safe and aware of their rights, options and 
resources, and

− The University community is safe 



− After ending the conversation, submit a report to the Title IX 
Coordinator ASAP
− Include all information that was provided to you, including 

names
− Be as clear and thorough as possible
− Do NOT include your personal opinion

− Ways to submit a report:
− Fill out the online report form 

− Can be found at www.butler.edu/sexual-misconduct

− Call 317-940-6509 
− Email titleix@butler.edu

− Keep this information as private as possible

Reporting Sexual Misconduct 

http://www.butler.edu/sexual-misconduct
mailto:titleix@butler.edu


− The Title IX Coordinator will reach out to the 
complainant via email  
− Email will include:

− An invitation to meet 
− Information about their rights, options, and resources
− Link to the comprehensive sexual misconduct website

− It is entirely up to the complainant whether they wish to 
respond to the email
− If there is no response after about a week, one follow-up email 

will be sent. If there is no response to the follow-up, there will be 
no further outreach from the Title IX Coordinator.

After a report is submitted…



− If the complainant chooses to meet with the Title IX 
Coordinator, they will be offered:
− Options for supportive measures

− Academic adjustments, housing adjustments, no contact 
order, etc.

− Options for resolving the report
− They will not be compelled to participate in any University 

process

− Information about resources both on and off campus 

After a report is submitted…



Maria Kanger
Title IX Coordinator

Atherton 200
(317) 940-6509

mkanger@butler.edu 
titleix@butler.edu

www.butler.edu/sexual-misconduct
Twitter: @ButlerTIXCoord



Human 
Resources

Policies, Information, 
and Payroll



Mark Oshier, Interim Director of 
Human Resources

• Organizational Effectiveness
• Benefits
• Employment
• HR Technology

Human Resources Departments



www.butler.edu/hr/employee-resources

NEW HIRE DOCUMENTS & FORMS

All employees are required to complete these documents 
and return to Human Resources.

• I-9 Employment Eligibility Form (I-9) (PDF)
• Code of Responsibility (PDF)
• New Employee Information (PDF)
• Federal Tax Form (W-4) (PDF)
• State Tax Form (WH-4) (PDF)
• Policy Acknowledgement (PDF)
• Pay Schedule Form (PDF)
• Payroll: Direct Deposit Authorization Form (PDF)
• Voluntary Self-Identification of Disability (PDF)
• Voluntary Self-Identification of Protected Veteran 

Status (PDF)

EMPLOYEE HANDBOOKS

• Staff Handbook (PDF)
• Faculty Handbook (PDF)

EMPLOYEE BENEFITS

Butler employees have access to a wide range of benefits, 
and to help new hires best understand these offerings, all 
new employees are required to attend Benefits 
Orientation. Orientation is scheduled every first and 
third Monday (unless otherwise specified). Human 
Resources and/or your supervisor will contact new hires 
with their scheduled date.

HOLIDAYS & PAY SCHEDULE

• 2020-2021 Biweekly Pay Schedule (PDF)
• 2020-2021 Holiday Schedule (PDF)

https://www.butler.edu/file/154832/download
https://www.butler.edu/file/159170/download
https://www.butler.edu/file/159172/download
https://www.butler.edu/file/170140/download
https://www.butler.edu/file/28492/download
https://www.butler.edu/file/40819/download
https://www.butler.edu/file/108295/download
https://www.butler.edu/file/159051/download
https://www.butler.edu/file/314560/download
https://www.butler.edu/file/322273/download


Handbook

https://www.butler.edu/hr/policies

https://www.butler.edu/hr/policies


Visit Butler Parking Services at 4702 Sunset Avenue, Suite 500 this week to get 

a photo taken for your ID, register your vehicle, and obtain a parking pass.

Your Butler ID does many things:

• Print and copy on campus

• Door access to buildings and rooms

• Add-On Dawg Bucks via Dining Services

• Library card

• Discounts to bookstore, tickets to Clowes Hall and other events

Butler ID and Parking Pass



My.Butler

• FAQ’s for faculty/staff  Link

• Update personal information regularly (address, phone, email, and 

emergency contact)

• Time reporting for non-exempt staff Link

• Absence requests for all staff (vacation & personal)

• View and print pay stubs

• Electronic W-2 form

• Total Rewards statement

My.Butler.edu

https://my.butler.edu/psp/PAPRD/?cmd=login&languageCd=ENG&
http://blogs.butler.edu/mybutlerhelp/faculty-and-staff-help/
http://blogs.butler.edu/mybutlerhelp/faculty-and-staff-help/


My.Butler.edu – Self-Service

https://my.butler.edu/psp/PAPRD/?cmd=login

https://my.butler.edu/psp/PAPRD/?cmd=login


Accessing Email

• Outlook.com/butler.edu

• You can setup email using Microsoft Outlook as well on 
your PC

• If  you have any trouble contact itrequest.butler.edu



Butler University Directory

https://directory.butler.edu

• Internal and external directory

• Update contact information

• Biography

• Upload resume or CV

• Upload photo

• Office hours

• Room number

https://directory.butler.edu/


• Social media can be interpreted as the view or opinion of 
Butler University

• Do not consider any information posted to social media 
sites and blogs as private, even if using the strongest 
privacy settings

• Social Media Usage Guidelines can be found on 
Marketing's Webpage

https://www.butler.edu/marketing/social-media-guidelines

Social Media

https://www.butler.edu/marketing/social-media-guidelines


• Whistleblower reporting outlet
– Fraud
– Financial misconduct 

• Three ways to report
– Online at www.ethicspoint.com
– Via My.Butler.edu
– Call toll-free 1 (800) 445-9198

Ethics Point

http://www.ethicspoint.com/


• Non-exempt (hourly) employees are paid bi-weekly, 
every other Friday. 
– Payroll schedules for bi-weekly employees can be found on the 

HR website

• Exempt (salary) employees are paid monthly on the last 
day of the month

If you sign up for direct deposit your first check will come 
as a paper check and will be sent to your department.

Pay Schedules



• Any work-related injury or illness must be immediately 
reported to the supervisor
– Whether or not medical treatment is needed

• Supervisors must report ALL injuries to Human 
Resources via phone (317-940-9355) or in person as 
soon as possible
– Accident /Incident Report form (DOC) must be completed 

within 24 hours of initial injury report.

On-the-Job Injury Procedures

https://www.butler.edu/sites/default/files/incidentreportform.docx


• Butler University uses Concentra to treat all non-
critical, on-the-job injuries. 

• Concentra has eight locations available in the 
Indianapolis area. 

On-the-Job Injury Procedures

http://legacy.butler.edu/media/3355344/location_flyer_english.pdf


• Nearest location to Butler University
– 7301 Georgetown Road, Indianapolis, IN 46260
– 317.875-9584
– Hours of Operation 8:00 AM – 5:00  PM

• 24/7 (365 days/year) location
– 5940 Decatur Bvld, Indianapolis, IN 46241

– 317-856-2945

• Please refer to HR website for detailed instructions
https://www.butler.edu/hr/workplace-injury

On-the-Job Injury Procedures

https://www.butler.edu/hr/workplace-injury


• Email notification will be received from HR

• Required trainings are immediately available on Canvas

• Title IX and Workplace Harassment Combined Online 
Training
– Complete within first 45 days of employment

• HIPAA Compliance Training 
– Required for certain positions dealing with private health information

• Diversity: Inclusion in the Modern Workplace

New Hire Required Trainings



• Foster a culture of excellence rooted accountability and 
performance management 

• Your HR Consultant can assist with performance management 
and improvement.

Performance Management



Culture of Excellence

The Butler Way demands 
commitment, denies 
selfishness, accepts reality,  
and seeks constant 
improvement all while 
promoting the good of the 
team above self. 

We use Performance 
Improvement Plans to help 
all employees in their quest 
for excellence.



Butler University License Plate

• May be ordered through myBMV.com, at local license branches, and 
other customer service locations

• You will receive the plate in the mail within 14 days. 

• Cost is $40 of which $25 is provided to Butler as a tax deductible 
donation benefiting the Butler Fund, supporting student 
scholarships, and the greatest needs of the University. 



New Hire Webpage

https://www.butler.edu/hr/new-hire-information

https://www.butler.edu/hr/new-hire-information


1. Develop an elevator speech
Where you from, what you do, professional qualifications. 

2. Network
Meet people on campus and learn what they do.

3. Know your role and what you are being evaluated on
What are your goals and key duties

4. Learn the business
Department operations and objectives

Tips from HR to Hit the Ground Running



5. Interview your boss
Learn their leadership style, Find ways to make your manager/team 
successful, Use your skills

6. Embrace change
Roles, responsibilities, and processes will be ever changing, be flexible and 
open minded

7. Be ambitious
1st Learn your area and processes then implement a continuous 
improvement mindset

8. Be proactive about your onboarding
Keep your manager up-to-date on the resources you need, build 
relationships, and be a sponge of information

Tips from HR to Hit the Ground Running



Human Resources is located in the Lower Level of 

Jordan Hall Room JH037 

and the Rewards Team in JH052.

Contact us 

AskHR@Butler.edu

Jordan Hall 037 or 052 by appointment only

Contact Us

mailto:AskHR@Butler.edu


15 Minute Break

Resume at 11:10 AM



Department of 
Diversity, Equity & Inclusion

(DEI)

*Welcome*

Gina Forrest, PhD, MPH

gforrest@butler.edu

Instagram & Twitter @ drginaforrest

812.606.0110  cell/ 317.940.GINA office 



DEI work is a journey –
not a race.



Gina Forrest, PhD, 
MPH

A little about me…

-from Bloomington, Indiana and currently live there

-have two sons, Ty and Jay

-hobbies include:  making chapstick, face/body scrub, volunteering

-PhD is in Health Behavior, minor in Non-Profit Management, research 
area is health disparities from IU-B

-dream job is to be a singer on a cruise ship or my own TV talk show

-my favorite color is pink

-working on my bucket list for when I turn 50! 



Division of student 
affairs



Department of Diversity, Equity & 
Inclusion

 Mission
 To foster a sense of belonging where all members of the Butler community feel welcome, to 

enhance the learning of oneself and others, and to support the development of intercultural 
competence. 

 Values
 Belong:  We welcome you. 

 Unique:  Be authentic, be yourself. 

 Together:  Creating a unified community.

 Learn:  Continual, life-long development.

 Empower:  We will support you to take initiative and advocate. 

 Resilience:  Bounce back & keep moving forward. 

 Learning Outcome
 Individuals will learn about themselves, how to listen to a diverse range of thought, and develop 

skills for having difficult discussions.  



Department of Diversity, Equity & Inclusion 
– where are we located?

 Atherton Union, 004, Efroymson Diversity Center
 2 gender-inclusive bathrooms
 Kitchenette
 Prayer/meditation room with a foot washing station, prayer clothes, and prayer 

mats
 3 staff offices
 7 student organization offices
 1 conference room 
 Study area
 Lounge/TV area
 Toiletry Pantry



Department of Diversity, Equity & 
Inclusion



Multicultural programs 
& services

 Unity Council
 Morton-Finney Diversity Scholar 

Program
 Programming from the student 

organizations
 Dawg Days (pre-welcome 

week program)
 Mentorship Program (DC 

Squad) 

Students organizations housed in the 
space 2020-2021:

 Asian & Pacific Islander 
Association

 GEM
 Black Student Union
 Students for Justice in Palestine 
 Butler University Alliance 
 Latinx Student Union
 Diversity, Equity & Inclusion 

Board 



Training & Dialogue

 Trainings/Workshops

 SharePoint

 Diversity Council

 DEI newsletter

 Butler Community Groups

 Brave Dialogues
 Partnership with CFV

 Instagram & Twitter 
@butlerdiversity

 Sustained Dialogue

 Certificates in DEI
 Working with HR



Engagement

 Alumni/Alumnx
 Partnering with University Advancement

 Partnerships 
 Across Indianapolis

 IN DEI Collaborative
 +30 private college in Indiana collaborating in DEI



What’s coming up…

 Land acknowledgement

 BUPD advisory board

 New trainings
 Office culture 2 and beyond

 Giving and Receiving Feedback

 Conflict Management

 Ally 

 Stages on journey



Gina Forrest, PhD, MPH
Executive Director of DEI
gforrest@butler.edu 
317.940.GINA
Twitter & Instagram 
@drginaforrest

Questions?  Please contact me. 



Public Safety

Campus safety is our 
priority.



• Contact Information

• Dawg Alert and Emergency Notification

• Evacuations and Shelter in Place

• Code Blue Poles

• Active Shooter Video

• Injuries, Medical, and Fire

• Clery Act, CSA (Campus Security Authority) and Crime Reporting

• Parking Services

• Questions, Concerns

Public Safety

https://www.butler.edu/bupd/active-shooter-response


Benefits



Visit Your 
Department

Questions
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