Manager/Supervisor Guide to 

New Employee Onboarding
	Before the Start Date

	The Basics

	· Call employee a couple days before start
	· Welcome. Confirm start date, place, time, dress code, parking, etc.​

· Ask employee if pre-arrival information has been completed or if they have any questions.

· Ask if received UM ID number, if not, ensure HRS has the EHF
· Ensure Foreign National Compliance, if needed

	· Ensure employee has completed paperwork with HRS
	· Employee has completed HRS appointment and returned “Employee Work Authorization” form signed by HRS

	· Set up meetings with critical people for the employee’s first few weeks
	· Add to new employee’s schedule/calendar

	· Create action plans/tasks for the employee’s first day
	· Complete employment documents, if applicable

· Prepare for the employees first work assignment (make it meaningful)

	· Create a welcome packet from the department that may include:
	· Welcome letter
· Job information:


(    Job Description

(    Explanation of Job status:

     Overtime Exempt or Non-Exempt

     Non-Union or Union affiliation

     Staff Compensation Plan Title and Working Job Title (if different)


(    Probation information

· Pay Information:


(    timecards


(    pay schedule

(     how to access pay statements

· Map of campus with building highlighted
· Parking and transportation information
· Department/unit organization chart and phone/email list 

· Schedule for the first week

· Employee handbook or Job manual (if applicable)
· Mission/vision and guiding principles for the department and University
· HIPAA and FERPA guidelines, as needed

	· Prepare Workspace


	· Clean the work area


(     Basic office and/or desk supplies

· Have key made/order card access
(     Verify computer is working

· Order business cards, name tag, and nameplate

· Make welcome sign (or card) and have department members sign it

	Socialization

	· Notify all employees in the department of the new hire
	· Send via email to department (Copy the new employee, if appropriate)
· Include start date, what their job will be, and employee bio

	· Identify a mentor 
	If appropriate

	· Schedule a campus tour 


	· Select a person to guide the tour

· Gather resources for a tour (campus map, walking tour guide, etc.)

	Technology, Access, and Related

	· Contact computer tech team to have the system set up in advance
	· Consider software/technology needs of the job such as:

      (  UM employee computer/email account     (  Public folders     
(  Distribution Lists    (  Daily software needs   (  Printer connections    

	· Arrange for phone installation/activation
	(     Telephone Equipment
(     Telephone Service

	· Requests access to University software 
	(     Campus Software      (     BANNER          (     UMDW

	· ProCard
	(     Request ProCard 

	Training/Development

	· New Employee Welcome
	· Check New Employee Welcome website to verify date and time.

	· Schedule and register for training

	· Examples could include:


(  Banner
(  HIPPA
(  FERPA
(  UMDW

(  GrizMart
(  Procard
(  Specialized software

	Additional

	· 
	· 


Manager/Supervisor Guide to 

New Employee Onboarding
	Employee’s First Day

	The Basics

	· Welcome the new employee upon arrival
	· Understand that the new employee may be nervous; try not to overwhelm them

· Confirm that the employee has completed their HRS Personnel Paperwork 

	· Introduce the employee to department and team members
	· Introduce mentor (if using one)

	· Provide welcome packet and take time to discuss contents 
	· Review contents of the welcome packet and give the employee time to look through it on their own

	· Discuss transportation and parking
	· Answer any additional questions/concerns employee has

	· Provide overview of the first day and workweek
	· 

	· Introduce the employee to work areas and computer access
	· Ask if they need specific office/desk supplies

· Supply the key(s) or other items needed to gain access to office/building

· Verify employee has UM ID number and NetID
· Show the employee:

· Where to obtain a Griz Card

· How to access the office computer network (shared files and/or drives)

· How to log into Cyberbear

· How to use the email system

· Give an overview of software and other technology use (Outlook, phone/voicemail, computer, calendaring, internet, departmental portal, etc.)

· Review confidentiality/data privacy (if applicable)

· Complete forms for computer access (Banner account, etc.)

	· Introduce the employee to the department/unit
	· Give a tour of the building

· Point out elevators, stairs, exits, restrooms, kitchen area (if available), break room (if available), lockers/closets (if available), A.E.D. (if applicable)
· Show the employee:

· the copy room, office supply area, mail area

· how to use office equipment

· how to open/close the office (if applicable)

· Introduce the employee to key departmental people

· Provide a tour of different area(s) of campus, as appropriate to their position

	· Review job description/department org chart
	· Discuss expectations for job

· Customer service standards and philosophy

· Review employee’s work schedule and time card procedures

· HIPPA and FERPA (if applicable)

· Relevant websites

· Explain how employee’s position fits into the organization

· Review first week schedule

	· Give the employee their first assignment
	· Make it meaningful so he/she feels like they have already accomplished something

	Socialization

	· Arrange to bring the employee to lunch on their first day
	· Include other employees if possible



	· Department leadership:  End of first day check-in/reinforce welcome 
	· 

	Additional

	· 
	· 


Manager/Supervisor Guide to 

New Employee Onboarding
	Employee’s First Week

	The Basics

	· Review university and department policies and procedures


	· Process and recording for sick leave, sick child, vacation time/requests

· University calendar, holidays, and religious holidays

· Dress code

· Emergency procedures 

· Security protocols and building hours

· Bargaining Unit: inform that information will be forthcoming from specific bargaining unit, if applicable

· Student learning outcomes (if applicable)

· Overtime and comp time policies (if applicable)

· Probationary period/tenure period

· Phone and computer use

· Timecard procedures

· Department traditions and recognition events

· Online resources for additional information

	· Provide resources on safety at UM
	· Annual Security and Fire Safety Report 

· Emergency phones on campus 

· Environmental Health and Risk Management 

· Discuss intra-departmental safety procedures and emergencies, UM Police Department Policies and Procedures 

· Worker’s Compensation Resources 

	· Technology check-in
	· Check-in to ensure technology hardware is fully operational

· Check-in to ensure software accessibility is fully operational

	· Inquire if questions on benefit and pay statements
	· Ensure new employee is in the payroll system

· Submit necessary payroll documentation

	Socialization

	· Meet or touch base with new employee daily to answer questions
	· Inquire how the first week went

· Make time to listen to any questions

· Encourage the employee to ask questions

· Explain your work style and discuss how it will fit with the style of the new employee

	Training/Development

	· Show the employee the training schedule
	· Pre-schedule trainings if possible

· Talk about overall training timing

	· Verify New Employee Orientation attendance
	· Make sure it is on their calendar or schedule

	· Discuss University and departmental websites
	· Make a list of websites that the employee needs to explore and become familiar with 

	· Discuss departmental training policies and procedures
	· Whom to Contact

· Where to go with questions

· Online options

	Additional

	· 
	· 


Manager/Supervisor Guide to 

New Employee Onboarding
	Employee’s First Month

	The Basics

	· Review job description, performance standards, performance reviews
	· Ensure understanding of the role description and performance management process

	· Check in about benefits and pay statement
	· Ensure the employee has access

· Answer questions 

· Set up a meeting with Benefits Consultant, if necessary

	· Provide list of current department projects and cyclical programs highlighting roles of other department members
	· 

	Socialization

	· Weekly or biweekly meetings with the new employee
	· Answer questions and help foster engagement within the organization

	· Check-in with mentor
	· Talk with mentor (if applicable)

· Talk with the new employee about mentor relationship (if applicable)

	Training/Development

	· Ensure participation in the New Employee Orientation program
	· Inquire how the session went and answer any questions

	Additional

	· 
	· 
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