
Employee Onboarding Checklist 
 U of A Onboarding Program 

The U of A Onboarding Program is designed with you as co-pilot. To support you with this role, and to ensure a smooth onboarding experience, we've created a checklist for your first 90-days. 

If your supervisor has not already shared your personalized checklist with you, save a copy of this document in your personal Google Drive (Go to File>Make a copy) and use it as a tool to keep track of important tasks associated 
with your onboarding journey. Do you have role/unit specific things you want to add? Tailor this document to meet YOUR unit specific needs (e.g. processes unique to your unit). If you have questions about anything on this list, 
reach out to your supervisor as your first point of contact. 

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.

Employee Responsibilities

Internal Transfers: employees changing roles or departments within the university. While you're already familiar with our organizational culture, we encourage you to re-engage with it within your new role. Please review the 
information and resources provided below and only complete any outstanding items. If you have any questions or concerns, don't hesitate to reach out to your supervisor for assistance.

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:

Employee ID: Department: Onboarding Colleague's Email:

Campus Computing ID (CCID): Start Date: Onboarding Coordinator's 
Email:

Employee UAlberta Email: End Date (if applicable): HR Partner's Email:

Updated: November 2023

Pre-Boarding OR Your First Day
Objective: Prepare to begin your new role

Required Documentation/Forms Resources Status/Notes 

Sign your appointment letter

If applicable: sign your statement of ethical conduct (check with your supervisor) 

If applicable: complete any required pre-arrival documentation, such as a work permit (check with your supervisor)

Once your CCID is received, set yourself up in BearTracks. Bear Tracks is the U of A's secure self-service online system for employee and 
student information. Through Bear Tracks you can securely manage your personal information, financial details, and academic enrollments. 
•        Update direct deposit information (under "employees")
•        Update emergency contact, contact information - home address and personal phone number (under "profile")

Bear Tracks

Bear Tracks Tutorial

Meetings Resources Status/Notes 
Informal virtual meet and greet with your supervisor. During this meeting, ensure you: 
•        Ensure you've received an email with information about your first day
•        Have a scheduled time to arrive on your first day, where to go/meet
•        Ask about access to your work location (some buildings have card access)
•        If you are working remotely or in a Work From Home arrangement discuss the steps you will need to take to get yourself set up
•        Have contact information for your onboarding support team (supervisor, onboarding colleague and onboarding coordinator)

Work From Home

Helpful Information Resources Status/Notes 
Familiarize yourself with the U of A Onboarding Program that is designed to set you up for success and to empower you as co-pilot of your 
onboarding journey. Onboarding Program

Explore the Human Resources, Health, Safety and Environment (HRHSE) website: 
•        Benefits and Pay
         Note: If your employment is tied to a collective agreement, you will have union fees deducted from your pay cheque. This includes 
         academic staff, support staff, postdoctoral fellows and graduate students. 
•        Employment Information 
•        Learning and Development 
•        Health and Well-being 
•        Environment and Safety 
•        Managing (if applicable)

HRHSE Website

Collective Agreements & Handbooks

Pay Schedule

Total Compensation

Find out more information regarding our different campuses (websites, maps, etc.) University of Alberta Campuses

Need to go somewhere on campus, but not sure how to get there? Visit Campus Maps. You can even use the building acronym. Campus Maps

Plan your commute. If you drive, you may need your appointment letter to apply for a parking permit. If you take transit, map out the nearest 
stop to your work location. If you bike, visit the Bicycles on Campus page.

North and South Campus and Campus St. 
Jean

Augustana Campus

Enterprise Square

Calgary Centre

Bicycles on Campus

Workspace Set-Up Resources Status/Notes 
You will be emailed instructions for setting up your Campus Computing Identification (CCID). Your CCID is your main portal to accessing an 
abundance of campus resources. It is created using a combination of your first and last name, your CCID provides access to applications like 
Bear Tracks, Email & Apps, and more! CCID will be provided from Shared Services. Every email address at the University of Alberta starts with 
your Campus Computing Identification (CCID) and ends with @ualberta.ca. If you would like your email address to start with something other 
than your CCID, you can request a custom email alias.

Apps@UAlberta

Email Alias

Familiarize yourself with Information Services & Technology (IST) and set up Google Suite. IST provides IT resources for faculty, staff and 
students at the U of A. For Augustana, please contact your Service Desk if you need IT support. Google Suite is a central tool used in day to 
day operations. Get started with Google and learn how to make the transition from Microsoft. 

IST Website
Augustana Service Desk

Google Toolkit
Google Training

Set up your access permissions for events in your google calendar (recommended settings: make available for the U of A: see only 
free/busy). Add your supervisor with the setting "see all event details". Share Your Calendar

Update your profile in "find a person" employee directory. You can search your name in the find a person employee directory and open your 
profile. To update your information, select login in the upper right, revise and select “Finished Editing” to save. You are welcome to add a 
professional photo to your profile.  

Directory

Department Specific Tasks Resources Status/Notes 

Your First Day
Objective: Begin to develop a sense of belonging and understanding of role, responsibilities, and working environment. Complete required documentation. 

Required Documentation/Forms Resources Status/Notes 
Sign CCID Usage Form and submit to supervisor
     Internal Transfers: Only complete if you have not previously submitted CCID Usage Form

Review Code of Conduct: Conflicts of Interest.
Refer to section 1.d. of the procedure document to determine if you need to complete the Disclosure Report for Conflicts of Commitment and 
Interest and submit to your supervisor. Connect with your supervisor if you require further clarification.
     Internal Transfers: Only complete if you have not previously submitted

Code of Conduct: Conflicts of Interest

Procedure

Disclosure Report
Benefits Enrolment: based upon your employee group and type of appointment [not applicable for casuals] visit the appropriate page, click on 
the Enrolment Guide, review the benefits available to you and complete the Enrolment Checklist near the end of the guide. Some of the 
benefits available to you may include items such as:
•        Health and Dental
•        Health Spending Account
•        Life, Accident, Critical Illness
•        Employee and Family Assistance Program (EFAP)
•        Leaves
•        Physical Education, Recreation Facilities
•        Human Resources Development Fund (HRDF) or Professional Expense Reimbursement (PER)
•        Tuition Remission 
•        University Health Centre 
•        Child Care Benefit 
•        WorkPerks
•        Retirement Plan

     Internal Transfers: Your benefits will only change if you are changing employee groups. Shared Services will send you an email with 
     additional information if your benefits are impacted, you can however review the new benefits available to you. You do NOT have to 
     complete the Enrolment Checklist.

Employee Benefits

Meetings Resources Status/Notes 

Meet with your supervisor to discuss: 
•        Roles and responsibilities related to onboarding and a status update on your Pre-Boarding and First Day 
          responsibilities
•        Safety and emergency information
•        Review Health and Safety Needs Assessment
•        How to handle confidential information
•        Who you will work with, where you will work, and what resources are available to you
•        Review job card and job facts sheet/position description, and discuss supports required
•        Review department specific standards and policies
•        Time entry and leave information

A Culture of Care Leadership 
Commitment

U of A Protective Services (UAPS)
Poison & Drug Information Service 

(PADIS)

HSE Training Needs Assessment

Information and Privacy Office

Time Entry + Leave Information
Required Training
     Internal Transfers: Only complete if you have not already completed the specified training program Resources Status/Notes 

U of A Employee Orientation Course - Estimated time for completion: 3 hours (Casual course - 1.25 hours)
     Required completion within first 30 days
     Note: MOST employees will be automatically enrolled by HRHSE upon creation of CCID. Contact 
     org.learning@ualberta.ca if assigned a CCID, but do not have access.

U of A Employee Orientation Course

Casual U of A Employee Orientation 
Course

Complete Workplace Violence and Harassment Prevention Training - Estimated time for completion: <3 hours
     Required completion within first 10 days for all Faculty and Staff

Workplace Violence and Harassment 
Prevention

Complete Working Safely at the U of A: A Guide to New OHS Legislation - Estimated time for completion: <3 hours
     Required for all Faculty and Staff within first 10 days unless completing completing Supervisory EHS course

Working Safely at the U of A: A Guide to 
New OHS Legislation

If applicable: Complete Supervisory Health, Safety and Environment Professional Development - Estimated time for completion: <3 hours
     Required within the first 10 days for anyone for anyone who has authority over a worker or charge of a work site

Supervisory Health, Safety and 
Environment Professional Development

Complete Privacy & Security Awareness Training and Acknowledgement - Estimated time for completion: 1 hour
    Required for all Faculty and Staff within the first 10 days 

Privacy & Security Awareness Training 
and Acknowledgement

Workspace Set-Up Resources Status/Notes 

Computer login credentials provided from IST/supervisor

Learn how to connect to the university's Wi-Fi system and VPN Internet Access

Set up Multi-Factor Authentication with your CCID login, using the instructions you receive from IST and Duo Security Multi-Factor Authentication

Set up your email signature to incorporate the university brand and provide consistent information in our email communications Official U of A Email Signatures

Download the MyUAlberta app and sign up for emergency alerts MyUAlberta App
Request and pick up your ONEcard. Your ONEcard is your U of A identification card. You will need this card to access university buildings, 
access the pool and fitness centre, borrow library books, and more. ONEcard

If required: Test your security cards/swipe access

If you are working in an office environment, please allocate some time to properly configure your workstation for ergonomic comfort Ergonomic Resources

If you are working from home or will be using a personal computer and/or mobile device in your work, complete steps to ensure they are 
properly secured

Securely Working from Home

Mobile Device

Helpful Information Resources Status/Notes 
The Staff Service Centre supports with questions related to HR Services that are not answered on the HRHSE website, or where individual 
clarification is needed Staff Service Centre

Reach out to your Onboarding Colleague whenever necessary to receive support during your onboarding journey Onboarding Colleague Responsibilities

Department Specific Tasks Resources Status/Notes 

Your First Week
Objective: Continue to build understanding of role, complete training, learn about the university/team and culture

Meetings Resources Status/Notes 

Review your 90-Day Plan with your supervisor and address any questions you have [optional for casuals] 90-Day Plan Guide and Template

Meet with key colleagues in the faculty, colleges and administrative streams [optional for casuals]
Prepare and meet 1:1 with supervisor for first week check-in [optional for casuals - review responsibilities and expectations related to your role 
with your supervisor] Employee Milestone Conversation Guide

Recommended Training
     Internal Transfers: Only complete if you have not already completed the specified training program Resources Status/Notes 

Complete Sexual Violence Prevention Training for Faculty & Staff - Estimated time for completion: <3 hours Sexual Violence Prevention Training for 
Faculty & Staff

If applicable: Complete Sexual Violence Prevention Training for Leaders (for anyone who has authority over a worker or charge of a work site) 
- Estimated time for completion: <3 hours

Sexual Violence Prevention Training for 
Leaders

The U of A’s vision for EDI: To cultivate an institutional culture that values, supports, promotes and celebrates equity, human rights, respect 
and accountability among faculty, staff and students — is a journey that requires all of us to be moving in the same direction. To set this 
foundation, the Office of the Vice-Provost (Equity, Diversity, Inclusion) has launched an introductory learning module about equity, diversity 
and inclusion at the U of A. - Estimated time for completion: <3 hours

Foundations of Equity, Diversity, and 
Inclusion

Register for a Staff Orientation Event - 2 hours [optional for casuals] Staff Orientation Event

Register for the PARIS Training (Privacy, Archives, Records, Information Security) - 1 hour [optional for casuals] PARIS Training

Helpful Information Resources Status/Notes 

At the U of A, we love abbreviations! Here is a list of abbreviations for units, governance committees, campus buildings, and more. Glossary of University Acronyms

Review university-wide policies and supporting documents that address ethical conduct.

University of Alberta Policies and Procedures Online (UAPPOL) is the home of U of A policies and procedures. Other sources of university-
wide regulations and standards include the University Calendar, staff agreements and university governance policies, standards and codes of 
conduct .

Ethical Conduct

UAPPOL

Governance 101 has been designed to help you understand how decisions are made at the U of A. What is governance? Who's who? Who 
does what? How does it happen? How can I participate in decision-making? Governance Education

Virtual Campus Tours
Virtual Tours

Virtual Campus Experience

Department Specific Tasks Resources Status/Notes 

Your First 30 Days 
Objective: Continue to build understanding of role, complete training, learn about the university/team and culture. Get to know team members and other relevant colleagues. Continue to progress with objectives laid out in your 90-Day 
Plan.                                                       

Meetings Resources Status/Notes 

Meet weekly 1:1 with supervisor to review 90-Day Plan progress [optional for casuals] 90-Day Plan Guide and Template

Prepare and meet 1:1 with supervisor for 30 day check-in Employee Milestone Conversation Guide
Training
     Internal Transfers: Only complete if you have not already completed the specified training program Resources Status/Notes 

Attend a Staff Orientation Event - 2 hours [optional for casuals] Staff Orientation Event

Attend the PARIS Training (Privacy, Archives, Records, Information Security) - 1 hour [optional for casuals] PARIS Training
Complete Tier 1: Foundations of the the Service Excellence Education Program (SEE) - Estimated time for completion: 3 hours [optional for 
casuals] SEE Program

Complete role-specific training as per training plan 
Whether it’s learning new things by carrying out your role's responsibilities, learning by interacting with others, or through the extensive formal 
training opportunities available to you, the U of A has many opportunities that support your personal and career development Learning and Development

Department Specific Tasks Resources Status/Notes 

First 90 Days 
Objective: Build competency in role and contribute to operational goals. Meet objectives laid out in your 90-Day Plan

Meetings Resources Status/Notes 

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

90 day check in with supervisor and/or performance appraisal for those on 3 month probation Employee Milestone Conversation Guide

Department Specific Tasks Resources Status/Notes 

Additional Helpful Information
U of A Employee Orientation Course Resources Resources

What we stand for: vision, mission and values Vision, Mission and Values

Our brand story: Leading with Purpose Leading with Purpose
The University of Alberta for Tomorrow (UAT) initiative launched in June 2020, a bold plan for transformation precipitated by major reductions in 
provincial funding but also shaped by our steadfast commitment to excellence in teaching, research, and community engagement for the public 
good.

University of Alberta for Tomorrow (UAT)

Shape: The University Strategic Plan 2023-2033 Strategic Plan

The University Governance Unit is responsible for the effective operation and administration of the University's governance system University Governance

We celebrate and honour Indigenous connections, including the lands on which our university is located today Indigenous Initiatives
Equity, Diversity and Inclusion (EDI) are key institutional priorities as we transform into the U of A for Tomorrow. In 2022, the U of A increased its 
capacity to advance its EDI activities at the leadership level through the creation of a Vice-Provost (EDI). Equity, Diversity and Inclusion

In December 2022 the university launched a three-year safety action plan, A Culture of Care. The plan identifies a series of initiatives towards an end 
state where everyone owns their safety performance and that of others. A Culture of Care

There are many formal and informal ways to recognize colleagues for their contributions ranging from sending a recognition e-card to nominating a 
colleague for a recognition award Giving Recognition in the Workplace

Health and Well-being Resources

A holistic, action-centric initiative to improve the mental well-being of employees Workplace Mental Health + Well-Being Action Plan
The U of A is a member of the City of Edmonton's Corporate Wellness program. Faculty and staff receive discounts on entry to city run sports and 
recreation facilities simply by showing your ONEcard when purchasing your passes. Corporate Wellness Program

The U of A is affiliated with six non-profit day care centres. These quality child care facilities are accredited by Accreditation of Early Learning and 
Care Services (AELCS) and are governed by a volunteer Board of Directors comprised of parents and community members. Affiliated Child Care

Provides a safe and reliable alternative to walking alone at night on and around campus. Our service is free of charge and is available to any 
member of the university community – undergrads, graduate students, staff, and faculty. Safewalk

Faculty and staff play a vital role in supporting and promoting positive mental health and maintaining a healthy, caring community on campus Guide for Assisting Colleagues in Distress

Provides drop-in crisis intervention support, long-term psychotherapy, and comprehensive anti-sexual violence education to the campus community U of A Sexual Assault Centre (UASAC)
Whether it be an injury from working out, or discomfort from sitting at a desk for too long, the Glen Sather Sports Medicine Clinic is here to help. 
Faculty and staff receive receive 15% off massage therapy, no referral required. Just bring your ONEcard to your appointment. Glen Sather Sports Medicine Clinic

Marketing and Communications Resources
Delivers brand stewardship and marketing activities to strengthen the university brand by heightening awareness and visibility of the university and 
its story in local, national and international markets and building a comprehensive university reputation upon which recruitment, fundraising and 
partnerships, among other university objectives, can grow

External Relations - Marketing

Marketing and Communications Toolkit (access logos, U of A colours, typography, etc.) Marketing and Communications Toolkit
Whether you're telling your audience about the U of A as a whole, writing stories that showcase the university's outstanding people and their 
achievements, or planning an event on campus, these tools and guidelines will help you deal with the details and keep your communications clear 
and consistent

Communication Tools

Have you ever wondered how to create your own territorial acknowledgement, or why you might want to create one? At the U of A, we commence all 
conferences and public events on campus with these acknowledgments, which can also be integrated into various university documents like 
websites, brochures, or papers.

Land Acknowledgements

The U of A sends weekly email digests to all employees that include information, events and opportunities from across the institution. Faculty 
receive the academic digest (information relevant related to those in academic roles), employee digest (information relevant to all U of A 
employees, and, if you supervise employees, the supervisor digest. Digests are distributed beginning at 8 a.m. on Wednesdays. You cannot opt-out 
of receiving digests, however, you can manage the kind of information you receive. 

Digest Emails

The University of Alberta’s official faculty and staff publication. It is a digital space where we come together to share stories from the diverse voices, 
perspectives and experiences in our community. The Quad

Lists upcoming events and important dates related to the university community U of A Events
The brand journalism site of the U of A. Its mission is to share expertise through a credible, relevant new source that informs, stimulates thoughtful 
discussion and challenges opinion. Folio

Sign up for updates from the Office of the Vice-Provost, Equity, Diversity and Inclusion EDI Newsletter

Community Support Resources

The U of A joined Canadian Blood Services in the Partners For Life program Partners for Life

Provides an environment of empowerment for First Nations, Métis, and Inuit (FNMI) learners to achieve personal and academic growth First Peoples House 
Provides a confidential centralized location for reports of worrisome behaviours in order to connect situations that may otherwise seem to be 
isolated, to assess the worrisome behaviour, and to connect Individuals at Risk to resources before a situation escalates Helping Individuals at Risk (HIAR)

Provides programs and services to support the 2SLGBTQ+ community and its allies. Our work also involves partnerships with various organizations 
such the Calgary Centre for Sexuality, Boyle Street Community Services, Nekem: To Change Something, and the Pride Centre of Edmonton to 
provide direct services, including crisis intervention, mental health supports, and 2SLGBTQ+ education

Fyrefly Institute for Gender and Sexual Diversity

Provides a confidential, neutral, safe place for members of the university community to disclose any concerns about the application of university 
policies, ethical codes and operating standards of practice Safe Disclosure and Human Rights

Provides services to students, faculty, staff and the city's communities to support the creation of an internationally vibrant learning and research 
environment University of Alberta International

Sustainability Resources
Join a growing community of students and scholars who are committed to building prosperity for both people and the planet. With the Sustainability 
Council, take advantage of learning opportunities, research support, leadership training and more Sustainability Council

Facilities and Operations is committed to taking a Zero Waste approach to reduce the amount of waste created and sent to landfills at the 
institution. Learn about recycling on campus and how to do your part. Recycling on Campus

Clubs and Associations Resources
Provides a forum for advocacy to improve the status and conditions for women on campus and opportunities for networking and nurturing among 
women from different disciplines and at different levels of their academic careers Academic Women’s Association 

Provides opportunities for University women and women partners of University staff (members of ASSUA, NASA & MAPS) to network & socialize 
through a wide range of interest groups and social events University of Alberta Women’s Club (UAWC)

Serves as a common meeting place for the university’s faculty, staff, alumni and graduate students to promote friendship, fellowship and intellectual 
association amongst the members and guests  University Club of the University of Alberta

Additional Services Resources

Access and purchase discounted software titles for students, staff, faculty and researchers OnTheHub Assistance

Preferred Suppliers have been awarded a contract through a competitive bid process for use by all departments, faculties and units at the U of A. 
Preferred Suppliers should always be the first choice for purchasing goods and services, some examples include:
•        Computer Equipment
•        Courier Services
•        Printing Services
•        Event Management
•        Office Supplies
•        Hotel + Travel

Preferred Suppliers

Offers free, one-on-one writing support to all staff, faculty and students at the U of A – in any subject, and with any type of project (letters, résumés, 
reports, creative writing, grant proposals, presentations, etc.) Writing Services

The University Bookstore is more than just textbooks! We offer a full range of stationery, U of A crested clothing, gift items, computer accessories, 
and much more. Need some swag for your faculty or event? We're here to help you promote your team or make your event shine with custom 
clothing and promotional items.
     Enjoy 15% off your first personal purchase of crested item(s) using the coupon code "Welcome 15" (this one-time only use code is for new 
     faculty and staff and is applicable to online orders only).

University of Alberta Bookstore

A full-service printing facility open to all members of the university community as well as the public and local businesses SUBPrint
Provides training to university employees, faculty, and students in computer and software training. Offers standard desktop application training 
ranging from Microsoft Office to the Adobe Creative Suite along with customized one-on-one or group training. Technology Training Centre

Academic, Research and Teaching Support Resources

Provides guidance and oversight on:
•        Research Partnerships
•        Innovation
•        Awards + Funding Opportunities
•        Develop + Submit a Proposal
•        Research Ethics
•        Receive and Manage Funding
•        Safeguarding Your Research
•        Equity, Diversity, Inclusion in Research
•        Events + Training

Research + Innovation

Ensures clinical research at the University of Alberta is conducted according to the highest scientific and ethical standards, complies with local, 
national, and international policies as well as governing statutes and regulations, and that internal quality systems are comprehensive, appropriate 
and effective

Quality Management in Clinical Research:

Resources to welcome postdocs to campus and to support their research training and professional development while at the U of A Postdoctoral Fellows and Visiting Academics

Research support and services such as: data management, open journal access, 3D printing, research impact services, ERA, and more  Library Services
Educates and supports U of A students, faculty and staff on all issues related to copyright as those issues related to: teaching and learning, 
research, and scholarly communications Copyright Office

Services and resources to assist researchers working in a lab environment  Laboratory Safety
Helps facilitate safe off-campus research activities, including all types of field, archival, library, or other research, as well as field trips and field 
schools that are carried out nationally or internationally Field Research Office

For research support that requires digital resources beyond a phone, tablet, or desktop Research Computing

A contemporary, award-winning publisher of scholarly and creative books distinguished by their editorial care, exceptional design, and global reach University of Alberta Press 
Partners with instructors and programs to create engaging and meaningful experiences for students by inspiring, empowering, modelling, and 
connecting excellent teaching Centre for Teaching and Learning (CTL)

Teaching Remotely - Technology
•        Getting Started
•        Best Practices
•        Digital Tools & Resources

Teaching Remotely - Technology

Centrally controlled classrooms are open at all times during scheduled classes. If your classroom door is locked, please call the maintenance 
request line (780-492-4833). If you are in a faculty-controlled classroom, please contact eduspace@ualberta.ca to make arrangements to access 
your classroom. Room bookings for centrally-scheduled space are managed by Examinations and Timetabling (ETT) in the Office of the Registrar 
(RO). Room booking requests are only required for classes, exams, and casual events that fall outside of the regular scheduling process. For 
Augustana room bookings, contact the Administrative Team at augadmin@ualberta.ca.

Room Bookings

IST eClass support eClass Support
Supports eligible students who encounter limitations or restrictions to their ability to perform the daily activities necessary to pursue studies at a 
post-secondary level due to medical conditions and/or non-medical protected grounds Accessibility Resources

We have created a series of resources for supervisors and managers to help with the application of the collective agreements Academic Agreement Resources

New to Alberta? Resources

Learn what to do to make your move to Alberta easier Moving to Alberta

Find or choose a public school in Edmonton Edmonton Public Schools

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/


Employee Onboarding Checklist 
 U of A Onboarding Program 

Find or choose a Catholic school in Edmonton Edmonton Catholic Schools

Find or choose a school in Camrose Camrose Schools

For registry, insurance services, AB Health Care Cards, and more. Note: AMA is partners with CAA and AAA Alberta Motor Association (AMA)

Human Resources, Health, Safety and Environment (HRHSE) 
Create. Lead. Inspire.

Email: org.learning@ualberta.ca

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.

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. 
Supervisors who have questions about the tasks identified on this list can reach out to the Onboarding Colleague or their HR Partner.

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.

Supervisor Responsibilities

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

Employee Name:  Job Title:  Supervisor's Email:

Employee ID: Department: Onboarding Colleague's 
Email:

Campus Computing ID 
(CCID): Start Date: Onboarding Coordinator's 

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

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 
•        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 
success Onboarding Program

If required: Review medical workplace accommodations information (if requested by onboarding employee) Medical Workplace 
Accommodations

Start Employee Appointment by following the instructions on Make an Offer (appointment or extension of appointment) website
[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 
immigration documentation; email benefits information]

Make an Offer

Identify Enterprise Applications needs and direct onboarding coordinator or authorized approver to set up: 
•        Review Administrative Information System Access and Maintenance Procedure in UAPPOL

Enterprise Applications

Procedure

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 
consider in 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 
meeting). 
*This role can be modified based on the needs, expertise and capacity of the team. 

Identify an Onboarding Colleague

Save a copy of the Onboarding Checklist and prepare it to be sent to the employee: 
•        Ensure onboarding colleague and onboarding coordinator have been identified
•        Complete environmental and safety training needs assessment and develop a training plan (if required - identify 
          and include on employee checklist tab)

HSE Training Needs Assessment

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 
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.

Welcome Email and Conversation 
Template

Following the welcome email, host welcome call with the employee: 
•        Ensure the employee knows to start Pre-boarding OR Your First Day section on the employee checklist tab (answer any questions they 
          may have)

Welcome Email and Conversation 
Template

Send announcement to department staff and other relevant colleagues

Send employee invites to relevant standing meetings

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

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 
•        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

*Can be coordinated through the onboarding colleague if appropriate

KudoBoard

ECard

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, 
       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, 
       etc.), ensure it is built into their Employee Checklist tab. 
•      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

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 

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, 
       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, 
       etc.), ensure it is built into their Employee Checklist tab. 
•      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

If not already 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 

Meet 1:1 with employee for first week check-in Supervisor Milestone Conversation 
Guide

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 
evaluated (structure and process)

Managing Performance 
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)

Meet 1:1 with employee for two week check-in Supervisor Milestone Conversation 
Guide

Meet 1:1 with employee for 30 day check-in Supervisor Milestone Conversation 
Guide

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

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

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)

Meet 1:1 with employee for 60 day check-in Supervisor Milestone Conversation 
Guide

Meet 1:1 with employee for 90 day check-in                                                                           Supervisor Milestone Conversation 
Guide

Provide performance feedback and coaching as needed

Human Resources, Health, Safety and Environment (HRHSE) 
Create. Lead. Inspire.

Email: org.learning@ualberta.ca

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


Onboarding 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.

Onboarding Colleague Responsibilities

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:

Employee ID: Department: Onboarding Colleague's 
Email:

Campus Computing ID 
(CCID): Start Date: Onboarding Coordinator's 

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

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

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

KudoBoard

ECard

First Day Resources Status/Notes
Objective: Show the new employee around and help them begin to settle in

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 First Day Tour

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

First Week Resources Status/Notes
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 emergent questions

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 Managing

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

First 30-Days Resources Status/Notes
Objective: Help develop a sense of belonging and build confidence. Assist employee with developing an understanding of university/team culture.

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 

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

Human Resources, Health, Safety and Environment (HRHSE) 
Create. Lead. Inspire.

Email: org.learning@ualberta.ca



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.

Onboarding Coordinator Responsibilities

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:

Employee ID: Department: Onboarding Colleague's 
Email:

Campus Computing ID 
(CCID): Start Date: Onboarding Coordinator's 

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 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 
Employee IT Onboarding form New Employee IT Onboarding

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

Set-up workspace and arrange computer equipment, if required
Desktop Support and Evergreening

Remote Work

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

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

Human Resources, Health, Safety and Environment (HRHSE) 
Create. Lead. Inspire.

Email: org.learning@ualberta.ca

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

