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University Services 
New Employee Onboarding Checklist 

Employee Name: __________________________

Start Date _____ / _____ / ___________
Position Held: ____________________________

Supervisor: _______________________

	Your Position

	(
	Appropriate policy manual (P&A policies location, Civil Service rules, Union contract, U Services Employee Handbook)

	(
	Department purpose, mission, values

	(
	Position description and expectations

	Work Location Details

	(
	Building layout, rest rooms, lockers, vending machines, equipment areas, supply areas, break areas

	(
	Keys and/or access cards

	(
	Campus maps, 

	(
	Restaurant / food options near work

	(
	Emergency notification, security protocols

	(
	Parking options

	(
	Review departmental org charts 

	(
	Staff introductions 

	Department and University Overview

	(
	Attendance policy 

	(
	Phone number / protocols in the event of illness or inability to come into work

	(
	Hours of work, 

	(
	Timecard procedure

	(
	Overtime policy

	(
	Dress code or appearance standards

	(
	Personal phone calls and phone policy

	(
	Department traditions and recognition events/programs

	(
	Schedule for probationary period 

	(
	Supply ordering policies

	(
	University vehicle and travel policy (if applicable)

	(
	Safety procedures and policies

	(
	Performance reviews overview

	(
	Vacation and sick leave

· Holidays

· Absences

· Sick child or other emergency
· When and whom to call

· Record keeping

	Training and Development Plan

	(
	Attend new employee orientation invitation from USHR

	(
	Complete required University data privacy courses (emailed to each new hire’s x500)

	(
	Ulearn courses to complete
A) _______________________________

B) _______________________________

C) _______________________________

D) _______________________________

E) _______________________________

F) _______________________________

G) _______________________________

H) _______________________________



	(
	Attend OHR new employee orientation 

	(
	Training and onboarding questions to be handled by: _______________________

	Equipment

	(
	U card and employee ID number

	(
	Equipment checkout (if applicable)

	(
	Keys to rooms, file cabinets, etc.  

	(
	Email address and x500 account information

	(
	Computer login / password 

	(
	Voice mail account setup 

	(
	Technical help number for computer and web needs

	(
	Office/cube nameplate or nametags

	(
	Access to job related technology systems
A) _______________________________

B) _______________________________

C) _______________________________

D) _______________________________

E) _______________________________

F) _______________________________

G) _______________________________

H) _______________________________



	(
	Ergonomics worksite consultation (if applicable and/or requested)


	*The above items have been review with the new employee
	


*Completed checklists should be sent to University Services Human Resources.  

Employee

________________________

___ / ___ / ______ 

Supervisor 

________________________

___ / ___ / ______ 
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