

https://www.beartracks.ualberta.ca/
https://edrms.srv.ualberta.ca/share/page/site/hrsbs/document-details?nodeRef=workspace://SpacesStore/82bb2270-e066-4b94-a97b-347e8a125592
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/working-in-a-hybrid-workplace/work-from-home-program.html
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/information-for-new-and-transitioning-employees/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/collective-agreements-and-handbooks.html
https://www.ualberta.ca/human-resources-health-safety-environment/benefits-and-pay/pay/pay-schedules.html
https://www.ualberta.ca/human-resources-health-safety-environment/benefits-and-pay/pay/total-compensation-calculator.html
https://www.ualberta.ca/campus-life/our-campuses/index.html
https://www.ualberta.ca/maps.html?l=53.522898,-113.525575&z=15&campus=north_campus
https://www.ualberta.ca/parking-services/index.html
https://www.ualberta.ca/parking-services/index.html
https://www.ualberta.ca/augustana/campus-info/parking.html
https://sites.google.com/ualberta.ca/enterprise-sq-intranet/esq-community/employee-resources/getting-to-esq#h.fwktasvsw393
https://www.ualberta.ca/campus-life/our-campuses/calgary-centre/find-us.html
https://www.ualberta.ca/facilities-operations/service-catalogue/transportation-and-parking/bicycles-on-campus.html
https://apps.ualberta.ca/
https://myccid.ualberta.ca/emailaliases
https://www.ualberta.ca/information-services-and-technology/ist-support-overview/index.html
https://www.ualberta.ca/augustana/campus-info/index.html#:~:text=Parking%20website-,SERVICE%20DESK,-Located%20in%20Founders
https://www.ualberta.ca/information-services-and-technology/services/email-calendaring/google-toolkit.html
https://www.ualberta.ca/technology-training/courses/google-apps/index.html
https://support.google.com/calendar/answer/37082?hl=en
https://apps.ualberta.ca/directory
https://edrms.srv.ualberta.ca/share/page/site/hrsbs/document-details?nodeRef=workspace://SpacesStore/76202789-dc9d-4d7e-bfb4-f7b3afe4c0d4
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/code-of-conduct/index.html
https://policiesonline.ualberta.ca/PoliciesProcedures/Procedures/Conflict-of-Interest-and-Conflict-of-Commitment-Reporting-and-Assessment-Procedure.pdf#search=Conflict%20of%20Interest%20and%20Conflict%20of%20Commitment%20Reporting%20%20and%20Assessment%20Procedure
https://edrms.srv.ualberta.ca/share/page/site/hrsbs/document-details?nodeRef=workspace://SpacesStore/3249d66c-afe4-4039-b0c9-b5b245836683
https://www.ualberta.ca/human-resources-health-safety-environment/benefits-and-pay/benefits-and-pension/benefits-overview/index.html
https://drive.google.com/file/d/1guVB2dUm2j0FKHPr-rxhi02WajN9Aelg/view
https://drive.google.com/file/d/1guVB2dUm2j0FKHPr-rxhi02WajN9Aelg/view
https://www.ualberta.ca/protective-services/contact.html
https://www.albertahealthservices.ca/topics/Page11975.aspx
https://www.albertahealthservices.ca/topics/Page11975.aspx
https://docs.google.com/document/d/1jkEFSn7IXzIuud8m40INiMm00iPYhHceDi7v3Qh8ArE/edit
https://www.ualberta.ca/information-and-privacy-office/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/managing/time-and-labour-administration/index.html
https://training.ehs.ualberta.ca/enrol/index.php?id=211
https://training.ehs.ualberta.ca/course/view.php?id=230
https://training.ehs.ualberta.ca/course/view.php?id=230
https://training.ehs.ualberta.ca/course/view.php?id=175
https://training.ehs.ualberta.ca/course/view.php?id=175
https://training.ehs.ualberta.ca/course/view.php?id=205
https://training.ehs.ualberta.ca/course/view.php?id=205
https://training.ehs.ualberta.ca/enrol/index.php?id=102
https://training.ehs.ualberta.ca/enrol/index.php?id=102
https://www.ualberta.ca/information-services-and-technology/security/training-acknowledgement.html
https://www.ualberta.ca/information-services-and-technology/security/training-acknowledgement.html
https://www.ualberta.ca/information-services-and-technology/services/uws-internet-access/index.html
https://www.ualberta.ca/information-services-and-technology/news/ciso-news/multi-factor-authentication-expands-to-all-faculty-and-staff.html
https://www.ualberta.ca/toolkit/communications/email-signatures.html
https://www.ualberta.ca/facilities-operations/portfolio/emergency-management-office/what-should-you-do/ready/get-notified.html
https://www.ualberta.ca/onecard/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/hazard-management/hazard-types/ergonomics.html
https://www.ualberta.ca/information-services-and-technology/security/securely-working-from-home.html
https://www.ualberta.ca/information-services-and-technology/security/mobile-security/index.html
https://www.ualberta.ca/services/staff-service-centre/index.html
https://sites.google.com/ualberta.ca/uofa-onboarding-toolkit/onboarding-colleagues#:~:text=Onboarding%20colleague%20tasks%2C%20in%20general%2C%20include%3A%C2%A0
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1Bbu1KMBcvFUlovft-E2iOYR4Z_PlOIEjFqCcynkm7KQ/edit
https://training.ehs.ualberta.ca/course/view.php?id=182
https://training.ehs.ualberta.ca/course/view.php?id=182
https://training.ehs.ualberta.ca/enrol/index.php?id=178
https://training.ehs.ualberta.ca/enrol/index.php?id=178
https://eclass.srv.ualberta.ca/course/view.php?id=87624
https://eclass.srv.ualberta.ca/course/view.php?id=87624
https://www.ualberta.ca/events/index.html#q=Staff%20Virtual%20Orientation%20Event&sort=%40ua__event_start_datetime%20ascending&f:@ua__category=[Training%2C%20Development]
https://www.ualberta.ca/university-records-office/paris.html
https://www.ualberta.ca/governance/resources/glossary-of-university-acronyms.html
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/ethical-conduct/index.html
https://policiesonline.ualberta.ca/Pages/default.aspx
https://www.ualberta.ca/governance/what-we-do/governance-education.html
https://www.ualberta.ca/alumni/events/alumni-weekend/all-events.html?0=Tours
https://www.ualberta.ca/admissions/undergraduate/tours-and-events/campus-tours/virtual-campus-experience.html?
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1Bbu1KMBcvFUlovft-E2iOYR4Z_PlOIEjFqCcynkm7KQ/edit
https://www.ualberta.ca/events/index.html#q=Staff%20Virtual%20Orientation%20Event&sort=%40ua__event_start_datetime%20ascending&f:@ua__category=[Training%2C%20Development]
https://www.ualberta.ca/university-records-office/paris.html
https://www.ualberta.ca/human-resources-health-safety-environment/learning-and-development/service-excellence-education-program/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/learning-and-development/index.html
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1Bbu1KMBcvFUlovft-E2iOYR4Z_PlOIEjFqCcynkm7KQ/edit
https://cdn.embedly.com/widgets/media.html?src=https%3A%2F%2Fwww.youtube.com%2Fembed%2FPXvfzJSilRE%3Ffeature%3Doembed&display_name=YouTube&url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DPXvfzJSilRE&image=https%3A%2F%2Fi.ytimg.com%2Fvi%2FPXvfzJSilRE%2Fhqdefault.jpg&key=40cb30655a7f4a46adaaf18efb05db21&type=text%2Fhtml&schema=youtube
https://www.ualberta.ca/toolkit/brand/index.html
https://www.ualberta.ca/uofa-tomorrow/about/index.html
https://www.ualberta.ca/strategic-plan/index.html
https://www.ualberta.ca/governance/what-we-do/index.html
https://www.ualberta.ca/indigenous/index.html
https://www.ualberta.ca/equity-diversity-inclusion/about/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/culture-of-care/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/recognition/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/culture-and-well-being/mental-emotional-well-being/workplace-mental-health-well-being-action-plan.html
https://drive.google.com/file/d/1Bbj68rUOMAf8eUBDWyxtJlBKfQlY8uif/view
https://www.ualberta.ca/facilities-operations/service-catalogue/buildings-grounds-and-environmental-services/buildings/affiliated-child-care.html
https://www.su.ualberta.ca/services/safewalk/
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/healthy-mind/assisting-colleagues-in-distress.html
https://www.ualberta.ca/current-students/sexual-assault-centre/index.html
https://www.ualberta.ca/glen-sather-clinic/book/special-rates-for-our-campus-community.html
https://www.ualberta.ca/external-relations/portfolio/marketing/index.html
https://www.ualberta.ca/toolkit/index.html
https://www.ualberta.ca/toolkit/communications/index.html
https://www.ualberta.ca/centre-for-teaching-and-learning/teaching-support/indigenization/land-acknowledgements.html
https://www.ualberta.ca/toolkit/communications/digest-emails.html
https://www.ualberta.ca/the-quad/index.html
https://www.ualberta.ca/events/index.html#sort=relevancy
https://www.ualberta.ca/folio/index.html
https://confirmsubscription.com/h/d/43AB7A86959A3808
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/healthy-body/overall-well-being.html
https://www.ualberta.ca/current-students/first-peoples-house/index.html
https://www.ualberta.ca/provost/portfolio/helping-individuals-at-risk-program/index.html
https://www.ualberta.ca/fyrefly-institute/index.html
https://www.ualberta.ca/provost/portfolio/office-of-safe-disclosure-human-rights.html
https://www.ualberta.ca/international/index.html
https://www.ualberta.ca/sustainability/index.html
https://www.ualberta.ca/facilities-operations/service-catalogue/recycling-on-campus/index.html
https://awaualberta.wixsite.com/website
https://www.ualberta.ca/faculty-and-staff/groups-and-associations/university-of-alberta-womens-club/index.html
https://www.uofafacultyclub.ca/contact.html
https://www.ualberta.ca/information-services-and-technology/services/software-hardware-vendors/index.html#onthehub-assistance
https://www.ualberta.ca/finance-procurement-planning/procurement/preferred-suppliers/index.html
https://www.ualberta.ca/current-students/academic-success-centre/writing-services/index.html
https://bookstore.ualberta.ca/
https://subprint.ca/
https://www.ualberta.ca/technology-training/index.html
https://www.ualberta.ca/research/index.html
https://www.ualberta.ca/medicine/resources/clinical-trials-office/index.html
https://www.ualberta.ca/graduate-studies/postdocs-visitors/index.html
https://www.library.ualberta.ca/services
https://www.ualberta.ca/faculty-and-staff/copyright/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/lab-safety-and-management/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/field-research-office/index.html
https://www.ualberta.ca/information-services-and-technology/research-computing/index.html
https://www.uap.ualberta.ca/
https://www.ualberta.ca/centre-for-teaching-and-learning/index.html
https://www.ualberta.ca/information-services-and-technology/remote-work/teaching-remotely.html
https://sites.google.com/ualberta.ca/roombookings/home
https://support.eclass.ualberta.ca/
https://www.ualberta.ca/current-students/academic-success-centre/accessibility-resources/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/managing/collective-agreement-administration/academic-agreement-resources/index.html
https://www.alberta.ca/moving-to-alberta-from-within-canada.aspx
https://www.epsb.ca/schools/findaschool/
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https://www.ecsd.net/locate-a-school
https://www.camrose.ca/en/living-here/education.aspx
https://ama.ab.ca/home-family/new-to-alberta

Supervisor Onboarding Checklist

U of A Onboarding Program

This document is intended to support, onboarding coordinators, onboarding colleagues in identifying roles and responsibilities, and to track the status of onboarding actions. Supervisors may choose to delegate some of the tasks

listed below as appropriate. Please adjust/remove tasks as required if you are onaboarding a casual employee.

Supervisors who have questions about the tasks identified on this list can reach out to the Onboarding Colleague or their HR Partner.
rvisor R nsibiliti
Note: This document is best viewed in Google Sheets. Please copy the document and share with your employee as a google sheet.

If you come across any broken links or notice information that requires updating, kindly send an email to org.learning@ualberta.ca

This template is supported by the U of A Onboarding Toolkit. The resources linked here, as well as other important onboarding tools, resources, and templates can be found in the Toolkit.

THIS DOCUMENT IS VIEW ONLY. PLEASE COPY IT TO FILL IT OUT. SHARE THE COPIED VERSION WITH THE EMPLOYEE, ONBOARDING COLLEAGUE, ONBOARDING COORDINATOR, and HR PARTNER AS APPROPRIATE.

Employee Name: Job Title: Supervisor's Email:

. X Onboarding Colleague's
Employee ID: Department: Email:
Campus Computing ID . Onboarding Coordinator's
(CCID): S e Email:
Employee UAlberta Email: End Date (if applicable): HR Partner's Email:

*Data above copies over from Employee Checklist tab

Updated: August 2023

Pre-boarding

Objective: Complete/initiate/delegate tasks to get the employee set up to work. Prepare welcome and create 90-Day Plan.

Resources

Status/Notes

Familiarize yourself with the Managing section on the Human Resources, Health, Safety and Environment (HRHSE) website:
. Recruitment
. U of A Onboarding Program
. Employment, Benefits & Pay Administration
. Managing in a Hybrid Workplace
D . Collective Agreement Administration
. Visitors to the University (Foreign, Canadian and Academic)
+  Forms and Documentation
. Health and Well-being Administration
+  Managing Performance Assessment
+  PeopleSoft Training
+  Time and Labour Administration

Resources for Managing Employees

Review the tools and resources available to you through the U of A Onboarding Program which is designed to set you up your new employee for

O Onboarding Program
success
L . " N . L " Medical Workplace
[0 [/f required: Review medical workplace accommodations information (if requested by onboarding employee) Accomm. ion:
Start Employee Appointment by following the instructions on Make an Offer (appointment or extension of appointment) website
[0 |[Shared Services will: Create and send the letter of offer; prompt the creation of a CCID and forward to employee upon creation; collect the SIN and Make an Offer
immigration documentation; email benefits information]
O Identify Enterprise Applications needs and direct onboarding coordinator or authorized approver to set up: Enterprise Applications
+  Review Administrative Information System Access and Maintenance Procedure in UAPPOL Procedure
D Identify relevant Google, shared drives, and department/unit listservs needs and direct onboarding coordinator to set up
[ |identify and meet with onboarding coordinator for a briefing about their role (review tasks outlined on the onboarding coordinator tab)
Identify and meet with onboarding colleague for a briefing about their role (review the tasks outlined on the onboarding colleague tab and
E‘ ::T?:;licrj‘zr)ln advance whether you have a specific focus or tasks you'd like the onboarding colleague to carry out in their role in advance of this \dentify an Onboarding Colleaque
*This role can be modified based on the needs, expertise and capacity of the team.
Save a copy of the Onboarding Checklist and prepare it to be sent to the employee:
D . Ensure onboa_rdmg colleague and onbogr_dmg coordinator have been identified o _ _ . _ HSE Training Needs Assessment
. Complete environmental and safety training needs assessment and develop a training plan (if required - identify St lraining Reeds Assessment
and include on employee checklist tab)
You have the flexibility to decide when to send the welcome email: either upon finalizing the verbal offer to keep the new employee engaged, or Welcome Email and Conversation
O after the offer letter has been signed. This decision may be influenced by the timing of the completion of the offer letter from Shared Services. Template
Following the welcome email, host welcome call with the employee: Welcome Email and Conversation
a | Ensure the employee knows to start Pre-boarding OR Your First Day section on the employee checklist tab (answer any questions they T —
Template
may have)
[ |send announcement to department staff and other relevant colleagues
D Send employee invites to relevant standing meetings
[0 [create a 90-Day Plan for the employee and link it into their employee checklist tab [optional for casuals] 90-Day Plan Guide and Template
[:l Other role specific actions or preparation as appropriate

Create a sense of welcome that is memorable with a small, special gesture like:
. Creating a team welcome card using Kudoboard

. Sending an eCard welcoming them, invite other team members to send an eCard also KudoBoard
D . Having team members write a post-it note of welcome and put them on their desk
. Having the team sign a card welcoming the onboarding employee
. Putting some fresh flowers or a chocolate treat/candy with a little note in their space ECar
*Can be coordinated through the onboarding colleague if appropriate
First Day Resources Status/Notes

Objective: Welcome employee, begin to orient to role, responsibilities, and working environment

Welcome meeting with the employee to discuss:

«. Responsibilities related to onboarding, ensure Pre-Boarding and First Day responsibilities on the employee
checklist tab are complete or on track for completion

« Ensure the employee has access to the U of A Employee Orientation Course (HRHSE will automatically enroll new employees to the
course upon creation of their CCID)

«. Role-specific skills and competencies as outlined in the position description or based on job card (if available)

+ Review and share: A Culture of Care Leadership Commitment

« Safety and emergency information (first aid supplies, standard operating procedures, hazard assessments,

E| reporting, emergency information - including general response plans for building-related emergencies, unit action

plans for site-specific emergencies, and important contacts such as Protective Services)

«  Discuss additional training required (e.g. safety - identified from the Training Needs Assessment, PeopleSoft,
ate ) enaura it ic hiilt intn thair Fmnlaves Chacklict tah

A Culture of Care Leadership
Commitment

Environment and Safety Training

Vacation and Leaves

Time and Labour Services



https://www.ualberta.ca/human-resources-health-safety-environment/managing/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/employment-information/information-for-new-and-transitioning-employees/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/injury-illness/recovery-and-return-to-work.html
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/injury-illness/recovery-and-return-to-work.html
https://www.ualberta.ca/human-resources-health-safety-environment/managing/recruitment/steps-for-recruitment/make-an-offer.html
https://www.ualberta.ca/information-services-and-technology/enterprise-applications/index.html
https://policiesonline.ualberta.ca/PoliciesProcedures/Procedures/Administrative-Information-System-Access-and-Maintenance-Procedure.pdf
https://docs.google.com/document/d/1NXvwwAyEgEwjoR-tivHHhsxbXVsKVMtc8iuT0Py2P8I/edit
https://docs.google.com/document/d/1jkEFSn7IXzIuud8m40INiMm00iPYhHceDi7v3Qh8ArE/edit
https://docs.google.com/document/d/1sEieC0pyfXsDZvdfAVwkEtcmuJoy5p1o1xW1qnrX-YU/edit
https://docs.google.com/document/d/1sEieC0pyfXsDZvdfAVwkEtcmuJoy5p1o1xW1qnrX-YU/edit
https://docs.google.com/document/d/1sEieC0pyfXsDZvdfAVwkEtcmuJoy5p1o1xW1qnrX-YU/edit
https://docs.google.com/document/d/1sEieC0pyfXsDZvdfAVwkEtcmuJoy5p1o1xW1qnrX-YU/edit
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://www.kudoboard.com/
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/recognition/recognition-e-cards.html
https://drive.google.com/file/d/1guVB2dUm2j0FKHPr-rxhi02WajN9Aelg/view
https://drive.google.com/file/d/1guVB2dUm2j0FKHPr-rxhi02WajN9Aelg/view
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/training/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/benefits-and-pay/benefits/vacation-leaves/index.html
https://www.ualberta.ca/human-resources-health-safety-environment/managing/time-and-labour-administration/index.html

Supervisor Onboarding Checklist

U of A Onboarding Program

+  Security access and passwords

+  How to handle confidential information

+  Department specific standards, policies and workplace norms (timecard entries, absence reporting, work hours, breaks, overtime,
telephone calls, email signatures, computer use, visitors, supplies, dress code, communication, etc)

+  Termination of CCID at conclusion of employment and responsibilities associated with CCID

Information and Privacy Office

CCID & Passwords

Provide performance feedback and coaching as needed

O [if notalready completed: Create a 90-Day Plan for the employee and link it into their employee checklist tab [optional for casuals] 90-Day Plan Guide and Template
First Week Resources Status/Notes
Objective: Discuss 90-Day Plan, verify completion of onboarding actions, support a developing sense of belonging

D Meet 1:1 with employee for first week check-in &W

[ [Review 90-Day Plan and address any questions with the employee (ensure it is linked on the employee checklist tab) [optional for casuals] 90-Day Plan Guide and Template

[ [Request a status update on the completion of their onboarding responsibilities (outlined on the employee checklist tab)

[ [initial development planning conversation with employee (identify immediate needs to get employee going in their role—e.g. technology training)

Introduce performance assessment (Inform the employee of probationary period guidelines and discuss how the employee’s performance will be Managing Performance

D evaluated (structure and process) Assessment
First 30-Days Resources Status/Notes
Objective: Support employee as the learn their new role. Check in regularly to ensure employee is progressing with 90-Day Plan. Facilitate employee getting to know team and relevant colleagues.

|:| Meet weekly 1:1 for updates and to monitor 90-Day Plan progress [optional for casuals] 90-Day Plan Guide and Template

[ [Request a status update on the completion of their onboarding responsibilities (outlined on the employee checklist tab)

E| Meet 1:1 with employee for two week check-in Guide

O [Meet 1:1 with employee for 30 day check-in Supervisor Milestone Conversation. Milest?ne Conversation

D Facilitate introductions between employee and relevant colleagues and provide context for the introduction.

D Provide performance feedback and coaching as needed
First 90-Days Resources Status/Notes
Objective: Review 90-Day Plan and discuss new goals, and engage in performance discussion

O [Meet weekly 1:1 for updates and to monitor 90-Day Plan progress [optional for casuals] 90-Day Plan Guide and Template

D Request a status update on the completion of their onboarding responsibilities (outlined on the employee checklist tab)

[ [Meet 1:1 with employee for 60 day check-in Supervisor M'IEGSJ%T Conversation

E| Meet 1:1 with employee for 90 day check-in Guide

Human Resources, Health, Safety and Environment (HRHSE)

Email: org.learning@ualberta.ca
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https://www.ualberta.ca/information-and-privacy-office/index.html
https://www.ualberta.ca/information-services-and-technology/services/ccid-passwords/index.html
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://www.ualberta.ca/human-resources-health-safety-environment/managing/performance-assessment.html
https://www.ualberta.ca/human-resources-health-safety-environment/managing/performance-assessment.html
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/spreadsheets/d/1rMy8IaMP8mP-XPXuxpjCadUAUCZVdlcA_RhT-XGId5Q/edit#gid=208888424
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit
https://docs.google.com/document/d/1sO2aBaRdPldzztDX2WLkL5veiQxyu10mqTrKYNdG6eE/edit

Onb

oarding Colleague Checklist

U of A Onboarding Program

This is the list of responsibilities to be carried out by the Onboarding Colleague. The supervisor may delegate additional duties.

This template is supported by the U of A Onboarding Toolkit. The resources linked here, as well as other important onboarding tools, resources, and templates can be found in the Toolkit.

[o] ing C ibilities

Note: This document is best viewed in Google Sheets

If you come across any broken links or notice infc ion that requires upd: kindly send an email to org.learning@ualberta.ca

Employee Name: Job Title: Supervisor's Email:
Employee ID: Department: g;:?l:ardi"g Colleaglies
:’:é-lgg)us Computing ID Start Date: grr:‘t:izl?rding Coordinator's
|Em2!ﬁyee UAlberta End Date (if applicable): HR Partner's Email:

*Data above copies over from Employee Checklist tab

Updated: August 2023

Pre-boarding

Objective: Develop an understanding of how you will support the onboarding employee and prepare for welcome

Resources

Status/Notes

O

Meet with the employee’s supervisor for briefing about role and responsibilities, including:
. This role can be modified based on the needs, expertise, and capacity of the team. For more information, see: Identifying an Onboarding
Colleague
Discussing the expectations around your role given the context of the unit and your workload
Learning a little about the onboarding employee, their role, and ask any questions you may have about the onboarding process
. Gathering information required to make initial contact
. Developing a preliminary understanding of how you might support the new employee

Identify an Onboarding Colleague

Learn about the onboarding employee and their role from the supervisor and/or via LinkedIn

Plan a first day tour

First Day Tour

Ooo

Send a welcome email to employee

Create a sense of welcome that is memorable with a small, special gesture like:
. Creating a team welcome card using Kudoboard
. Sending an eCard welcoming them, invite other team members to send an eCard also
. Having team members write a post-it note of welcome and put them on their desk
Having the team sign a card welcoming the onboarding employee
Putting some fresh flowers or a chocolate treat/candy with a little note in their space
*Coordinate with the supervisor

ECard

]

]

First Day

Objective: Show the new employee around and help them begin to settle in

Resources

Status/Notes

Set up a virtual meeting to introduce yourself and your role or stop by their workspace/office

Provide the employee with your university contact information

Share a little about a little about your role as their onboarding colleague

Ask the employee to think about how you can best support them

Conduct First Day Tour

Invite the new employee to eat lunch with you in your local breakroom or go out for lunch/coffee

Oo0o0ooooo

First Wi

eek

Objective: Continue to develop a rapport, help the onboarding employee settle in and begin to develop a sense of belonging, and answer and/or refer emerg

Resources

jent questions

Status/Notes

O

1:1 meet and greet (virtual or in-person). This meeting should include:

. Sharing a little about yourself and your role

. Explaining your role as the employee's onboarding colleague
Learning about the employee's work experience, hobbies, and goals
Describing the office/team culture and team norms

. Field questions and/or direct to campus resources

Introduce the onboarding employee to the rest of the unit and/or others in the building with whom they will be collaborating or interfacing (In
some cases the supervisor will do this. Determine in advance who will facilitate the team introduction.)

Share the Employee Milestone Check-in Guide resource

Employee Milestone Conversation
Guide

Share information on local lunch or café options

Explain where to get technology help, processes for ordering office supplies, using office equipment like photocopiers

Encourage the employee to subscribe to relevant newsletters:
Hiring and Managing (supervisors and HR staff)
Workplace Wellbeing

. Any others

Hiring and Managin

Workplace Wellbeing

Direct employee to to the Mailman public mailing list directory to subscribe to lists of interest

Mailman

Other tasks as determined in the briefing meeting with the supervisor

Opoo0 0o pOOoo|o

First 30-Days

Objective: Help develop a sense of belonging and build confidence. Assist employee with developing an understanding of university/team culture.

Resources

Status/Notes

]

Weekly 15-20 minute check-in meetings depending on expectations set up in briefing session

]

Other tasks as determined in the briefing meeting with the supervisor

]



https://docs.google.com/document/d/1NXvwwAyEgEwjoR-tivHHhsxbXVsKVMtc8iuT0Py2P8I/edit
https://docs.google.com/document/d/1ufTLIv4wcXfIc3sHWjcad3kPuStE5ojkN0kJhQcCY90/edit
https://www.kudoboard.com/
https://www.ualberta.ca/human-resources-health-safety-environment/health-and-well-being/recognition/recognition-e-cards.html#:~:text=An%20e%2Dcard%20is%20the,meaningful%20way%20to%20stay%20connected.
https://docs.google.com/document/d/1ufTLIv4wcXfIc3sHWjcad3kPuStE5ojkN0kJhQcCY90/edit
https://docs.google.com/document/d/1CvuB2MWH8CxgiZ3VNbTZ-TE2k83jixJb2E4C5BF3teI/edit
https://docs.google.com/document/d/1CvuB2MWH8CxgiZ3VNbTZ-TE2k83jixJb2E4C5BF3teI/edit
https://confirmsubscription.com/h/d/7F0932D04656ED96
https://confirmsubscription.com/h/d/DE39B2F883C0F82C
https://www.mailman.srv.ualberta.ca/mailman/listinfo

Onboarding Colleague Checklist

U of A Onboarding Program

A
—

First 90-Days Resources Status/Notes

Objective: Continue to support the employee to settle into role and team, and to develop a sense of belonging

15-20 minute weekly check in meetings for the first 30 days and then bimonthly for the first 90-Days

Check in between meetings to see if the employee has questions

Continue to introduce the employee to others

Invite the employee to relevant work or social events

Invite for monthly lunch/coffee date

At the end of the period for support determined in the briefing session, discuss with the supervisor if, and how, to continue the relationship

Oooo0oooo

Human Resources, Health, Safety and Environment (HRHSE)

Email: org.learning@ualberta.ca
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Onboarding Coordinator Checklist

U of A Onboarding Program

This is the list of responsibilities to be carried out by an individual identified within the unit who completes administrative duties related to onboarding. The supervisor may delegate additional duties.

This template is supported by the U of A Onboarding Toolkit. The resources linked here, as well as other important onboarding tools, resources, and templates can be found in the Toolkit.

[o] ing Ce

es

Note: This document is best viewed in Google Sheets

If you come across any broken links or notice information that requires updating, kindly send an email to org.learning@ualberta.ca

Employee Name: Job Title: Supervisor's Email:

Onboarding Colleague's
Email:

Onboarding Coordinator's

Employee ID: Department:

Campus Computing ID

(CCID): SENi Rk Email:
|E$2:I‘fyee UAlberta End Date (if applicable): HR Partner's Email:

*Data above copies over from Employee Checklist tab

Updated: August 2023

Pre-boarding Resources Status/Notes
Objective: Provide administrative support to set up employee to work

Meet with the supervisor for a briefing about your role

Arrange access to Enterprise Applications as identified by the supervisor Enterprise Applications
Add employee to relevant Google, shared drives, and department/unit listservs as identified by the supervisor

Arrange Desktop ID, computer set up and/or set up with necessary software, printer access and login access to network drives through New A E TO "
Employee IT Onboarding form

Arrange communication tools (e.g. office phone and/or cell phone) Mobile/Desktop Phone Request

Desktop Support and Evergreening
Remote Work
Door Access Request
BSS.Support@ualberta.ca

Set-up workspace and arrange computer equipment, if required

Arrange building access and/or keys (email form to: BSS.Support@ualberta.ca)

Arrange for identity markers (nameplates, business cards, etc.)

If Applicable: Arrange lab access/keys

Schedule meetings for first day, week and month as identified by supervisor

Add employee to department directory

Add employee to department communication network

Facilitate changes to department website: add name/bio/office/phone

O0op0oopopoo0| O | O Oo|opo

Human Resources, Health, Safety and Environment (HRHSE)

Email: org.learning@ualberta.ca
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https://sites.google.com/ualberta.ca/enterprise-applications/home
https://uofaprod.service-now.com/sp?id=sc_cat_item_guide&sys_id=8d81bd19db742510d17b0ad4e29619ff&sysparm_category=7653e09fdb3ab8909f981021399619bb
https://uofaprod.service-now.com/catalog_find.do?sysparm_parent=&sysparm_catalog=e0d08b13c3330100c8b837659bba8fb4&sysparm_catalog_view=catalog_default&sysparm_processing_hint=&sysparm_tsgroups=&sysparm_view=text_search&sysparm_parent_sys_id=&sysparm_parent_table=&sysparm_view=catalog_default&sysparm_collection=&sysparm_collectionID=&sysparm_collection_key=&sysparm_search=telecom
https://www.ualberta.ca/information-services-and-technology/services/desktop-support-evergreening/index.html
https://www.ualberta.ca/information-services-and-technology/remote-work/index.html
https://www.ualberta.ca/facilities-operations/media-library/ualberta/vice-president-facilities-and-operations/documents/forms-cabinet-top-level/buildings/accessrequestaccesscontrol.pdf
mailto:bss.support@ualberta.ca

