
[image: image1.png]UNIVERSITY of WISCONSIN

GREEN BAY





NEW EMPLOYEE ORIENTATION CHECKLIST
	New Employee:
	
	Start Date:
	     

	Position:
	     
	Department:
	     

	Supervisor:
	     
	Campus Resource Person/Mentor:
	     


INSTRUCTIONS: This checklist is provided to assist supervisors in orienting new employees. After a particular topic has been covered, the completion date should be entered in the column to the right of it. When the entire checklist is completed, the form should be sent to Human Resources to place in the employee’s personnel file.
	Pre-Arrival
	Contact Person/

Office
	Completion Date

	 FORMCHECKBOX 
 Check that the work area is equipped and ready for new employee.    For a door or desk name plate, click on “Facilities/Operations Work Order Request Form” on the Facilities Planning and Management website (http://www.uwgb.edu/facilities/) and follow the instructions. Set up mailbox or bin in your office for new employee.
	Peggy Van Rixel
Ext. 2394
	     

	 FORMCHECKBOX 
 Verify that the office phone has been activated and a staff directory is available.  


	Sherry Toseland

Ext. 5505

IS 1010
	     

	 FORMCHECKBOX 
 Order business cards (if applicable).  Send information to put on card to Nancy Matzke (matzken@uwgb.edu) and she will send you a proof.  Turn around time is approximately 8 – 10 business days.
	Nancy Matzke
Ext. 2214

CL 815
	     

	 FORMCHECKBOX 
 Order name badge (if applicable).  One vendor is The Elite Group (website: www.theelitegroup.net; phone: (920) 351-9977; fax: (920) 351-0203; address: 1641 Sand Acres, De Pere, WI 54115; contact person: Kurt Rotherham).  Approximate cost: $14; turn around time: 2 weeks.   
	The Elite Group
(920) 

351-9977
	     

	 FORMCHECKBOX 
 Order keys from Public Safety online (http://www.uwgb.edu/publicsafety/campus/index.asp) and consider building access and maintenance requests.
	Public Safety

Ext. 2300

IS 1024
	     

	 FORMCHECKBOX 
 Ensure network account access is set up.  SOFAS or Human Resources will enter employee into system (after receiving employee information), and CIT will create an e-mail account that night.  The following day, the listed supervisor will receive an e-mail from CIT requesting information on what shared drives and software to give access to.  Supervisor will receive user ID and password from CIT in e-mail – please have this information ready for the first day.
	Help Desk

Ext. 2309

IS 1148
	     

	 FORMCHECKBOX 
 Order uniform (if applicable)
	Supervisor
	     


	First Day
	Contact Person/

Office
	Completion Date

	 FORMCHECKBOX 
 Introduce new employee to the staff and their roles.
	     

	 FORMCHECKBOX 
 Explain workflow for the work area, work priorities, phone usage, mail system, supply orders, copier code.
	     

	 FORMCHECKBOX 
 For academic area hires, review the Additional Information for Adjunct Instructors and Lecturers (http://www.uwgb.edu/hr/Documents/InstructionalStaffInfo.pdf).
	     

	 FORMCHECKBOX 
 Inform new employee of work hour/schedule expectations, when to take lunch or breaks, dress code, unit coverage, and who to call in an unexpected absence.
	     

	 FORMCHECKBOX 
 Train new employee on use of timesheets and/or leave time reporting. Explain pay schedule and direct deposit.  (Human Resources will also cover this topic during the HR orientation)
	     

	 FORMCHECKBOX 
 Ensure paperwork has been submitted to Human Resources (I-9, W-4, and Direct Deposit forms).
	     


	 FORMCHECKBOX 
 Salary Advance - new academic year unclassified staff only – are eligible for a one-time salary advance to cover living expenses during the first month of employment.  Advances up to 35% of one month's gross pay may be granted. Salary advances are to be repaid in full via payroll deduction from the employee's first regular payroll payment. To request a salary advance please complete a Salary Advance Request Form (http://www.uwgb.edu/hr/Forms/index.aspx?search=Salary%20Advance%) and submit it to your supervisor. 
	Sue Miller

Ext. 2816

CL 710
	     

	Walk new employee to:

 FORMCHECKBOX 
 University ID Services to get University ID Card
	Univ. Union

Ext. 2400
UU 203
	     

	 FORMCHECKBOX 
 Bursar’s Office to purchase parking permit 
	Bursar

Ext. 2743

SS 1300
	     

	 FORMCHECKBOX 
 Public Safety to pick up office key(s)
	Public Safety

Ext. 2300

IS 1024
	     

	Arrange for Authorizations:

 FORMCHECKBOX 
 Driver’s authorization (https://www.uwgb.edu/busfin/safetyrisk/fleet/DriverAuthorization.asp) 
	Mike Mentzel
Ext. 2273

CL 830
	     

	 FORMCHECKBOX 
 Procurement card (if applicable)  (http://www.uwgb.edu/purchasing/forms/pcardrequestform1.doc)

	Marie Helmke
Ext. 2598

IS 1038B
	     

	 FORMCHECKBOX 
 Sales & Use Tax Exemption Card (if applicable) 
     (will also be provided during HR Orientation)


	Controller’s Office
Ext. 2227

ES 109
	     

	       FORMCHECKBOX 
 Corporate Credit Card (if applicable)     (http://www.uwgb.edu/purchasing/forms/Travel%20Card%20Application.doc) 
	Purchasing
Ext. 2598
IS 1204
	     


	First Week
	Completion Date


	 FORMCHECKBOX 
 Ensure that new employee receives a tour of campus and has met his or her Campus   Resource Person or Mentor.  Information on Faculty mentors is at the following link: http://www.uwgb.edu/catl/peer-mentoring/index.asp 
	     

	 FORMCHECKBOX 
 Ensure that new employee completes New Employee Online Orientation (https://www.uwgb.edu/hr/campus/orientation/index.htm).
	     

	 FORMCHECKBOX 
 Train new employee on office equipment that he/she will use. Provide use policies as appropriate.
	     

	 FORMCHECKBOX 
 Ensure that new employee has a copy or knows where to find the appropriate employee handbook:
Academic Staff & Faculty: http://www.uwgb.edu/hr/employees/unclassified/   
Classified: http://www.uwgb.edu/hr/employees/classified/
	     

	 FORMCHECKBOX 
 Provide new employee (if classified) the University of Wisconsin Classified Employee Work Rules (http://www.uwsa.edu/hr/work.htm). Point out consequences for noncompliance.
	     

	 FORMCHECKBOX 
 Explain expectations for acceptable performance and how performance is evaluated.


	     

	 FORMCHECKBOX 
 Review Position Description with new employee. For non-faculty employees, ensure position description cover sheet is submitted with the appropriate signatures (for Classified Employees, send to Human Resources; for Academic Staff, send to SOFAS, CL 825).
	     


	First Month
	Completion Date

	 FORMCHECKBOX 
 Introduce new employee to staff external to the unit with whom he/she will work
	     

	 FORMCHECKBOX 
 Review travel procedures (http://www.uwgb.edu/controller/travel/index.html). 
	     

	 FORMCHECKBOX 
 Ensure that the new employee is informed of appropriate governance or advisory council (Faculty & Academic Staff Governance: http://www.uwgb.edu/sofas/structures/governance/, or Classified Staff Advisory Council http://www.uwgb.edu/classified/)
	     

	 FORMCHECKBOX 
 Ensure new employee completes the harassment prevention online training (http://login.brightlinecompliance.com/index.jsp).
	     

	 FORMCHECKBOX 
 Ensure new employee completes safety training (http://www.uwgb.edu/busfin/safetyrisk/newemploy/).
	     

	 FORMCHECKBOX 
 Inform new employee of upcoming University events and how to register for them (http://calendar.uwgb.edu/).
	     

	 FORMCHECKBOX 
 Inform new employee of the date, time, and purpose for the University Convocation in August and Mid-Year Convocation in January.
	     

	 FORMCHECKBOX 
 Discuss options for committee membership and how new employee can identify interest in serving on campus/department committees.
	     


	Third Month
	Completion Date

	 FORMCHECKBOX 
 Follow up with new employee on any employment questions or concerns he/she may have (on-going).
	     

	 FORMCHECKBOX 
 Schedule training or workshops that will support performance (ex. CIT workshops - http://www.uwgb.edu/compserv/workshops/index.asp). Discuss how the new employee can request funds for professional development.
	     

	 FORMCHECKBOX 
 Complete 3 month performance review (http://www.uwgb.edu/hr/forms/index.aspx?search=Performance%20Review%20(Classified) with new employee (Classified only) and return signed evaluation to Human Resources.
	     

	 FORMCHECKBOX 
 Complete and sign this checklist, and send to Human Resources.
	     


	New Employee’s Responsibilities

	· Inform supervisor whenever problems or concerns are encountered
· Read and understand the University’s policies and procedures 
· Meet with Campus Resource Person/Mentor regularly
· Attend University Convocation and Mid-Year Convocation
· Contact your supervisor or Human Resources with questions


Orientation Plan Acknowledgement:

	Employee’s Signature/Date:
	
	     

	Supervisor’s Signature/Date:
	
	     

	Human Resources Signature/Date:
	
	     


Please sign, date, and send to Human Resources.

	For Supervisor Use

	

	Resource List for new employee (checklists, written instruction manuals, etc.):

	     

	     

	     

	     

	Websites that will be utilized (bookmark):

	     

	     

	

	     

	Initial Priorities:

	     

	     

	     

	     

	People to Connect With (Campus Resources):

	Name
	Office
	Role
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