


 New Employee Onboarding					[image: ] 
EMPLOYEE INFORMATION
	Name: 
	
	
	Start date: 
	

	
Position: 
	
	
	Supervisor:
	

	Department Head: 
	
	
	Departmental Administrator:
	


PRIOR TO ARRIVAL
	HUMAN RESOURCES:
|_| Provide DEO/DEO Assistant with a start of who new faculty should meet with (Dept Admin, Grad Prog Coord, other faculty/staff) –and/or encourage them to setup a schedule for meet and greets. (Faculty). 
|_| Contact CPH Faculty Affairs regarding orientation meetings with CPH Administration.  (Faculty)
|_| Provide employee with link to “Getting Off to a Good Start” resource guide for new and early career faculty. (Faculty)  
|_| Provide employee with link to “Iowa Welcome for New Faculty and Staff” resource guide for new and early career faculty. (incl PDs) 
|_| Provide employee with UI Parking information:  Cambus, Biking, Parking, Rideshare, U-PASS, University Vehicles. Include information about the Transit and Park Mobile applications. 
|_| Ask international postdocs (J-1) to check-in with International Student & Scholar Services. 
|_| Remind Department Administrators: 
· Purchase IT equipment; provide MFK for transition payment; start IT system access process (including MAUI), determine office assignment/keys/building access, request Skype number; email new faculty or staff member with link to the Human Subjects Office “New Faculty/Staff Research Navigation Tool” asking them to complete the survey and cc: HSO.  


FIRST DAY	
	[bookmark: _Hlk121924335]HUMAN RESOURCES:
	

	|_| Provide employee with link to CPH Faculty Handbook (Faculty)
|_| Provide employee with link to University of Iowa Faculty Handbook (Faculty) 
|_| Rate of pay/monthly distribution amount
|_| Direct Deposit (pay, spending acct, travel)
|_| Insurance start date/UI orientation 
|_| Spending Accounts process/insurance cards 
|_| Vacation and sick leave (conversion, accruals, absence request, recording/submitting) 
|_| Holidays
|_| FMLA/leaves of absence/jury duty/FCL
|_| E-personnel file 
|_| Prohibition on Giving & Receiving Gifts
|_| Intro to UI Self Service (ESS)
|_| Review HR Website
|_| Classrooms; Shared meeting spaces
|_| Employee Discount Program 
|_| Adoption assistance 
|_| Postdocs: 15 working days of paid leave and 18 working days of sick leave per year. The agency (e.g., NIH) supporting a Postdoctoral Fellow may have different requirements. Time off is not documented in ESS and should instead be arranged with the supervisor.
|_| Family Services/Caretaking fund (Faculty and Postdocs) 

RESEARCH ADMINISTRATION: (more information to follow in formal orientation for faculty):
|_| Policies Governing Research 
|_| Research & Economic Development
|_| Training in the Responsible Conduct of Research

FACULTY AFFAIRS (more information to follow in formal orientation for faculty):
|_| Probationary Faculty Extensions – 10.1.a.(4e)
|_| Faculty Governance
|_| UI Tenure & Promotion Procedures

DEPARTMENT ADMINISTRATOR:
|_| Cash Handling
|_| Purchase requests
	|_| Provide employee with link to the CPH Strategic Plan
|_| Provide employee with link to the CPH Faculty/Staff webpage
|_| Provide employee with link to the Researcher Handbook
|_| Work arrangement forms for hybrid/remote (Staff)
|_| Provide employee with copy of position description. (Staff)
|_| Performance review process (Staff)
|_| Staff Council information/SEG Groups/website (Staff)
|_| University Operations Manual
|_| Anti-harassment and Violence
|_| Drug Free Environment
|_| Political Activity Guidelines
|_| Free Speech at Iowa 
|_| University ID card
|_| Review Facilities Website, CPHB emergency plan
|_| Hawk Alert system
|_| Transit app for bus schedules (Cambus, IC, Coralville, etc.). Discounted passes for all staff. 
|_| Maps:  Parking and Campus 
|_| Postdocs: Enroll in benefits, including selecting retirement plan, through ESS within the first 30 days of employment.
|_| UI Parking & Transportation  note: Postdocs eligible for Hancher, Finkbine and Commuter lots.
|_| Office of Postdoctoral Scholars Contacts
|_| University of Iowa Postdoctoral Association (UIPDA)








|_| Conflicts of Commitment & Interest
|_| Academic & Professional Record (APR)
|_| Consensual Relationships Involving Students


|_| Shipping (FedEx, DHL, and UPS)
|_| Travel polices:  Requests, Insurance, fleet services, expense


INTRODUCTIONS AND TOURS
	|_| (HR) Give general tour of building (showers, restrooms, classrooms, shared spaces, vending cafe, workrooms, etc.) 


TRAINING AND DEVELOPMENTAL OPPORTUNITIES
	|_| FERPA online for access to student records
|_| LinkedIn Learning opportunities
|_| Citi Training for research staff with human subjects
|_| eCOI Disclosure required for grant personnel
|_| Mandatory Harassment   prevention Training 
|_| Bloodborne Pathogens (BBP), if applicable
|_| Learning and Development opportunities
	|_| Security Awareness online for technology staff
|_| Ethics and Responsibilities 
|_| Unconscious Bias Training
|_| Lab Safety training, if applicable
|_| Compliance system, other position specific requirements (procurement card, etc.)
	|_| Leadership Development





INFORMATION & ACADEMIC TECHNOLOGY
	|_| Details provided at meeting with CPH-IT. 

· Email / Office 365 / Calendaring
· Office of Teaching, Learning & Technology
· Academic Technologies
· Skype for Business
· Personal mobile devices
· ICON 
·  Two-Step Login/Duo Mobile
· UI Wireless
· Data on network drives
· Acceptable Use
· Internet access on/off campus
· Printing and scanning
· Research data
· CPH websites
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	Skype for Business
Data on shared drives
Acceptable Use
	Internet access on/off campus
Printers
Research data



QUESTIONS?


After HR onboarding, HR sends checklist to new employee, supervisor, and department administrator. 
HR sets up a 30 day touch base with new employee to check-in.
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