University of Wisconsin-Whitewater
New Employee Orientation/Supervisor Checklist

For Classified Employees

	A.  Pre-Employment Tasks – Prior to start date

	
	1.
	Send memo or e-mail to co-workers and other staff welcoming the new employee and providing any relevant background information and the employee’s start date.

	
	2.
	Add the new employee to department e-mail directories, routing slips, mailboxes, etc.

	
	3.
	Prepare new employee’s workspace with appropriate equipment and supplies.

	
	4.
	Arrange/confirm telephone and voice mail service.

	
	5.
	Arrange/confirm computer, network and e-mail service.

	
	6.
	Request any keys/access cards (building, office, suite, etc.) needed.

	
	7.
	Order business cards, name badge, and/or name plate, if applicable.

	
	8.
	Schedule any required training.  (If employee is new supervisor, schedule required management training with Office of State Employment Relations-OSER).

	
	9.
	Other:

	
	10.
	Other:


	B.  Welcome New Employee – First Day

	
	1.
	Introduce yourself and co-workers to the new employee.

	
	2.
	Show employee their work area and location of restrooms and break area.

	
	3.
	Provide employee with Campus Map and Campus Directory (and Campus Tour if applicable).

	
	4.
	Direct employee to HR&D (Hyer Hall 330) to complete new hire forms (Employee Information Sheet, Form I-9, W-4, Direct Deposit Authorization, IS Compliance Form, Veterans Survey and Disability Self ID Survey.)

	
	5.
	Direct employee to Hawk Card Office (UC 250) for staff ID card.

	
	6.
	Direct employee to Parking Services (826 Starin Rd.) for staff parking arrangements.

	
	7.
	Remind the employee about their scheduled for payroll & benefits orientation meeting noted on their appointment letter.

	
	8.
	Inform employee of any required training.

	
	9.
	Contact Risk Management to request any required safety training.

	
	10.
	If available, assign mentor to work with the employee.

	
	11.
	Arrange campus and/or building tour.

	
	12.
	Provide employee with keys/keycard, if applicable.

	
	13.
	Have employee log into http://my.wisconsin.edu (Employee Self Service) to verify information and update emergency contacts.

	C. Discuss With Employee – During First Week

	
	1.
	Employee’s work hours / alternative work schedule options.

	
	2.
	Where to find job-related information and assistance.

	
	3.
	Where to find information about the Employee Assistance Program (EAP)

http://www.uww.edu/uhcs/counseling/eapprogram.html

	
	4.
	Where to find Classified Work Rules

http://www.uwsa.edu/hr/work.htm and sign acknowledgement form.

	
	5.
	Breaks / lunch period.

	
	6.
	Call-in procedures/Attendance policy

	
	7.
	Requesting time off

	
	8.
	Phone/Computer use (features, voice mail, personal use policy).

	
	9.
	Reporting time (time sheet, time clock, overtime policies, etc.)

	
	10.
	Sexual Harassment policy – Online training link

http://www.uww.edu/adminaffairs/hr/psh.html  Employee MUST complete online training within 30 days of start date.

	
	11.
	Provide copy of position description.  Discuss goals/tasks and have employee initial and date all pages and sign one copy for HR&D.

	
	12.
	Discuss performance evaluation process and probation period.  Provide copy of evaluation form.  Schedule future evaluation meetings.

	
	13.
	Discuss specific work assignments and expectations.

	
	14.
	Tuition reimbursement, Professional Development Plan (PDP), training policies. 

	
	15.
	Travel reimbursement, if applicable.

http://www.uww.edu/adminaffairs/finance/travel.html

	
	16.
	Driver authorization.  If applicable, complete form:

http://www.uww.edu/adminaffairs/riskmanagement/driving/index.html

	
	17.
	Campus Diversity – “We Are All Purple”

	
	18.
	Discuss purchase card rules, if applicable.

	
	19.
	Confidentiality and records retention rules.

	
	20
	Discuss a training plan within the department for the new employee to shadow or work with co-workers on informal/on-the-job training.

	
	21.
	Other:

	
	22.
	Other:

	
	23.
	Other:

	
	24.
	Other:


	D. General Office/Building Resources

	
	1.
	Building access (after hours, before hours).

	
	2.
	Conference/meeting rooms.

	
	3.
	Forms and supplies.

	
	4.
	Housekeeping (refrigerator, microwave, recycling, etc.)

	
	5.
	Office equipment use (fax machine, copier, etc.)

	
	6.
	Emergency plans/escape routes (fire, tornado, bomb threat, etc.)

	
	7.
	Workplace safety rules, safety equipment, reporting hazards.

	
	8.
	Other:

	
	9.
	Other:

	
	10.
	Other:

	E.  Campus Resources

	
	1.
	Campus Calendar

http://events.uww.edu/MasterCalendar/

	
	2.
	Campus Map

http://www.uww.edu/maps/

	
	3.
	UW-W Organizational Chart

http://www.uww.edu/AdminsOrgChart.pdf

	
	4.
	Parking Services
http://www.uww.edu/adminaffairs/parking/

	
	5.
	Hawk Card use

http://uc.uww.edu/hawkcard/

	
	6.
	Royal Purple Campus Newspaper

http://royalpurplenews.com/

	
	7.
	University Center

http://uc.uww.edu/

	
	8.
	UW Credit Union

http://www.uwcu.org/Default.aspx

	
	9.
	UW-W Dining

http://www.dineoncampus.com/uww/

	
	10.
	University Bookstore

http://www.uwwhitewaterbookstore.com/

	
	11.
	Recreation Sports & Facilities - Williams Center

http://www.uww.edu/recsports/index.html

	
	12.
	Andersen Library

http://library.uww.edu/

	
	13.
	Young Auditorium

http://www.uww.edu/youngauditorium/

	
	14.
	Printing & Copy Services

http://www.uww.edu/advancement/printing/

	
	15.
	Police Services

http://www.uww.edu/adminaffairs/police/

	
	16.
	City of Whitewater

http://www.whitewater-wi.gov/

	
	17.
	Other:

	
	18.
	Other:

	
	19.
	Other:

	
	20.
	Other:
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