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Checklist for New Academic Professional (AP) Employees
for the EMPLOYEE 

Welcome to the Library! This checklist helps you get started and find info about your new job.

This is a general checklist and some items may not apply to your unique circumstances as you get started in the Library. If you have questions, reach out to your supervisor or to your contact in Library HR for guidance. Feedback is welcome and helps us to continue to improve this checklist. Please send any comments about this checklist to libraryhr@library.illinois.edu.

Before your first day:

· You should have already completed the UI New Hire process to get your NetID, email, and other important accounts. If you have questions, contact Library HR. 

· Library HR will ask you to complete a brief New to the Library form to inquire if you have a preferred name and personal pronouns you wish to share. If you would like information about how to optionally share your pronouns across different online tools, see Tips for Sharing Pronouns.  

· Get your iCard--your official University ID that allows electronic door swipe access (if applicable), free access to bus system and other things. Read where to go and what to take with you here: https://icard.uillinois.edu/public/urbana-idc.cfm. You can also get this on or after your first day if you are not on campus yet.

· If you are new to the University, you will complete your E911 Acknowledgement form as part of the UI New Hire process. However, if you are returning to the University, you should complete the E911 Acknowledgement form at http://uc.illinois.edu/e911acknowledge 

· Sign up for your Orientation to Benefits webinar at https://humanresources.illinois.edu/employee-experience/new-employee/onboarding/orientation/ or through UI New Hire for important information about insurance plans and other benefits  

· Verify that you set up direct deposit for your salary, which is paid monthly on the 16th. See https://www.hr.uillinois.edu/pay/directdeposit

· Confirm with your supervisor where and when you should meet for your first day

· Explore your options for commuting to work including arranging for parking: www.parking.illinois.edu or using the public bus system: https://mtd.org/

· Log in to your University email to confirm that it’s working. You can access it at https://outlook.office365.com/. If you are brand new to the University, your email may not work until your appointment fully processes, which may be a couple days after your start date.

· Verify you’ve signed up for Illini Alerts (campus-wide emergency system) at https://police.illinois.edu/info/illini-alerts/ 

· Add the UI Police Department’s non-emergency number (217-333-1216) to your phone contacts so it is easily available if you need to contact them in a non-emergency situation. You can also use this number to request a SafeWalk escort if you do not feel comfortable walking by yourself at night. More information about SafeWalk is available at https://police.illinois.edu/services/safewalks-saferides/ 

· Library ODT will pair you up with an existing employee, as part of our Ambassador Program, to provide you with an opportunity to informally ask questions about the Library (and if you are new to this area, campus and the Urbana-Champaign community as well). Please keep an eye out for your Ambassador to email you near your first day to set up a meeting, at a time convenient to you, so you can get to know each other. 

· Familiarize yourself with the Library Acronyms list https://www.library.illinois.edu/staff/library-acronyms/ 

· If you have any questions about navigating your workplace building, including ADA entries, elevators, or the location of All Gender bathrooms, please ask your supervisor. Every building should have at least one ADA-accessible entry. There are three All Gender bathrooms in the Main Library (one in the basement and two on the 4th floor). Oak Street Library has an All Gender bathroom on the 3rd floor. The Music Building has an accessible single-occupancy All Gender bathroom on the first floor hallway outside of the Music & Performing Arts Library. 

On your first day:

· Meet with your supervisor, if this was arranged, to go over information about the organization, your role, attendance, etc.

· Meet with IT if this was arranged.

· Get your office key. Your supervisor should have requested it from Facilities in the basement of Main Library, Room 44. You will receive an email when it is ready.

· Library IT will provide a standard MS Windows workstation setup in your workspace for your arrival. Once you have settled in and better identified your computing needs, full-time APs (both permanent and visiting) may consult with Library IT via the Library’s Computing Technology Allocation Program (CTAP program) for any enhancements needed such as mobility, processing, or storage. There is a checklist item under “Within your First Month” for when you are ready to meet with IT about your computing needs. In the meantime, please check with your supervisor to see if they have suggestions about computer equipment or software that would be helpful in your role. 

· Attend any tours of library buildings and units that have been arranged for you (if you would like one and it hasn’t been scheduled, ask your supervisor)

· Make sure your contact information (work phone number, work address) is current in My UI Info. For instructions, see https://www.library.illinois.edu/wp-training/contact-information-staff-directory/change-staff-name-address-and-phone-number/. The 3-digit mailcode for your building can be found at https://printing.illinois.edu/campusmailcodes (or ask your supervisor)

· (Recommended) Review the “Before Your First Day” section to see if there are any checklist items you weren’t able to do before you started that you would like to take care of today. 

Within your first week:

· Review Important Policies with your supervisor or on your own. Every employee is responsible for reading and following these policies

· Discuss with your supervisor Library and unit-specific emergency procedures including rally points for fire and tornado emergencies, who your floor or building coordinator is for emergencies, and any specific actions that need to be taken by you or others in your unit during an emergency. 

· Review the Library Emergency Information page 

· Familiarize yourself with the campus Emergency Response Guide 

· When you use benefit time such as vacation or sick leave, you will report it in https://my.library.illinois.edu/index.asp

· Academic Professionals must report how much time they spend working for the University on a weekly basis, called Positive Time Reporting. For information and to begin recording time, go to https://hrnet.uihr.uillinois.edu/PTRApplication

· The library takes patron confidentiality seriously. Review the Confidentiality Policy: https://www.library.illinois.edu/geninfo/policies/confidential/

· As part of the UI New Hire process, you completed ethics training. Be aware that there is an annual obligation to complete this training to help employees recognize ethical and legal issues. For more information, see the Code of Conduct and Ethics Training information: https://www.ethics.uillinois.edu/

· Log in to the ticket system to familiarize yourself with how to submit IT, Facility and other types of requests. You can also log a ticket via email by emailing help@library.illinois.edu (for Library IT) or facilities@library.illinois.edu (for Library Facilities)

· Get your email and calendar set up the way you want it. Library IT has helpful documentation at https://www.library.illinois.edu/staff/it/emailphonefax/, including how to reserve Library conference rooms using Outlook.  The campus-level IT department, Technology Services, also has information about how to connect your Android or IOS phone to Office 365 for email and calendar access at: https://answers.uillinois.edu/illinois/81534. For questions, Library IT can provide guidance and point you to the right resource when needed. Their contact info is available at https://www.library.illinois.edu/staff/it/

· Sign up for your UI Box account. Box is a popular, secure tool for file sharing, storage, and collaboration

· (Optional but recommended) Sign up for the Illinois Orientation for New Employees via the https://humanresources.illinois.edu/employee-experience/new-employee/onboarding/orientation/, which provides information about the campus history, culture, mission, programs and services. These are offered monthly.

· Submit a ticket to IT requesting training if you need to present in Library conference rooms (if this isn’t a primary duty of your job, you can probably wait)

· Submit a ticket to IT to request access to the online WordPress training if you will be updating Library webpages as part of your role (if this isn’t a primary duty of your job, you can probably wait)

· Familiarize yourself with the Staff and Unit directories. See: https://www.library.illinois.edu/geninfo/staff-directory/

· (optional) Read about the AP Promotion Program at https://www.library.illinois.edu/staff/ap-promotional-process-page/. For questions, contact your supervisor or Library HR.

· (optional) Familiarize yourself with the employee calendar, which has upcoming workshops, training, and events. The URL is https://uiuc.libcal.com/calendar/staff/?cid=5238&t=d&d=0000-00-00&cal=5238


Within your first month:

· When you are ready to discuss your technology needs with Library IT via the Library’s CTAP program, submit the online request form (the URL is https://forms.illinois.edu/sec/6808723). More info at https://www.library.illinois.edu/staff/it/equipment/ctap/

· If you will work with PDF documents, opt into the Adobe Acrobat DC campus license by going to WebStore and following the checkout process. You do not need to download the software from WebStore; you can install it from the Software Center on your computer (instructions here). Note the Adobe license may take 1-2 hours to activate.

· If you will be using other Adobe software, such as Photoshop, InDesign, etc., you may need to obtain Adobe Creative Cloud license (which includes Acrobat DC) from WebStore instead. 

· Familiarize yourself with Investigation Time, a Library benefit for APs to support professional development. Guidelines for Investigation Time are available at https://www.library.illinois.edu/bhrsc/odt/other-career-supports/investigation-time-policy/ 

· (Optional) Business cards may be offered. Please consult with Kim Johnson (kkjohns1@illinois.edu) about the process for ordering these

· (Optional) If you have published research or scholarly works, you can reach out to experts-help@illinois.edu to request a profile in Illinois Experts. For further information, see https://go.illinois.edu/experts

· (Optional) Library employees recently crowdsourced a list of favorite local spots including restaurants and places to visit that you can check out: https://go.illinois.edu/localplaces

· (Optional) Familiarize yourself with the Library Committee of Academic and Civil Service Professionals (L-CP), an elected committee that liaises with library administration, faculty and staff to ensure representation and inclusion of AP/CSP voice in decisions and projects that impact the University Library. The committee’s webpage is at: https://www.library.illinois.edu/committees/committees/library-committee-of-academic-and-civil-service-professionals-lcp/ 
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