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Checklist for New Civil Service Employees
for the SUPERVISOR

Supervisors, please use this checklist to prepare for the arrival of your new employee. Note that employees have their own version of this checklist for actions they can take themselves, such as getting an I-Card or requesting business cards. 

This is a general checklist and some items may not apply to your employee’s unique circumstances as they get started in the Library. If you have questions, reach out to 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.

As soon as you can after your employee accepts the position and HR notifies you that you can proceed:

· Identify where your new employee’s workspace will be (if you have questions, please contact Library Facilities)

· Important: If you have not already done so at HR’s request, submit the New Employee Starting Form at https://go.library.illinois.edu/new_employee. This form will notify IT & Facilities that your employee is starting and allow you to request keys, phone/headset devices, and other important things that you’ll want your new employee to have when they arrive, as well as be added to LibNews

· Reach out to your new employee to

· Let your new employee know when and where to arrive on their first day. Ask if they have any questions about navigating the building, including the locations of ADA-accessible entries, elevators, or All Gender bathrooms. If you have questions about these items, please ask the Assistant Dean for Facilities and/or the Director for Diversity, Equity, Inclusion, and Accessibility

· Be aware that Library HR will ask the new employee to fill out a brief New to the Library form that inquires if the new employee has a preferred name or personal pronouns they optionally wish to share and direct them to Tips for Sharing Pronouns document.

· Discuss how they will get to work. If they plan to drive, encourage them to contact the Parking department to find out about available spaces as soon as they can (there may be a waiting list). Your new employee may also be interested in hearing about other popular options for getting to work, such as the MTD system. 
· Send your new employee the employee version of the checklist so they know which steps they need to take (email khutcher@illinois.edu if you’re not sure which one to provide)

· Let your employee know that you’re submitting requests for keys and access, and they may start receiving emails from other Library employees

· Be aware that your new employee will be directed to complete the UI New Hire process to get their NetID, email, and other important accounts. No action is needed on your part for these campus-level processes to happen.

· Once per month, Illinois HR offers an Illinois Orientation for New Employees session to provide background about the campus history, culture, mission, programs and services. This information is provided in the employee’s version of this checklist as an optional but recommended activity.

· Notify your team that your new employee has accepted and will be joining the team

· If your new employee already has a NetID (i.e., they have worked on campus before), then you can also:

· Add your new employee to your unit’s Active Directory group and to the unit directory on the Library website (some units handle this themselves, others contact IT)

· Submit a ticket to IT requesting access to the major listservs, H: drive, G: drive, etc.

At least 1 week before your new employee starts:

· Email khutcher@illinois.edu if your new employee will approve timecards for other employees, so this can be set up in the timecard system. Include your new employee’s name/NetID/UIN and the names of whose timecards they will approve

· Email kkjohns1@illinois.edu if your employee will be traveling or seeking reimbursements in their position to request your new employee be set up in Chrome River

· Email facilities@library.illinois.edu if your new employee needs a Library ID Badge (this applies mostly to IT, Facilities, and units that frequently have their employees working in other Library units and spaces) 

· If your employee will be using Alma, please fill out the Request an Alma Account form 
· Reach out again to ask if your new employee has any questions about their first day (helpful if they had a long period between accepting the job offer and their start date)

· Arrange any tours or introductory meetings you’d like your new employee to have during their first week 

· Pick up a Welcome Basket from Library HR to give to employee on their first day 

· Library ODT will pair your new employee up with an existing employee, as part of our Ambassador Program, to provide them with an opportunity to informally ask questions about the community, campus, and Library and help them build a peer network. Please be aware that the Ambassador will reach out to the new employee close to their first day to arrange a time to meet. For questions, contact Zoe Revell (revell@illinois.edu)

· Make sure the new employee’s work area has been tidied up since the previous employee 

On your employee’s first day

· Please anticipate that your new Civil Service employee may need to spend 1.5-2 hours in HR their first morning to complete paperwork and mandatory training, such as Ethics Training & Title IX. If you need to confirm, contact Library HR.

· If your new employee was brand new to campus and didn’t have a NetID, then you should now be able to get them set up with access to Active Directory, the Library unit directory, H: drive, etc. Go back and complete these prior checklist items in the first section

· Electronic Access

· As part of filling out the New Employee Starting form, you were able to request Library IT add the new employee to LibNews, shared drives, unit directory, unit email, etc. However, if you have any other unit or team tools (such as wikis, Box folders, calendars, etc.), remember to add them. All employees are automatically added to the LibAllEmployee list.

· Welcoming

· Show your new employee their workplace (if they haven’t picked up their key already, it can be helpful if you take them to 44 Main Library)

· Confirm that your new employee has a computer available to use their first day. Library IT is available if your employee needs equipment to do their work
 
· Introduce them to other team members and other library employees with whom they may interact 

· Show them where to get office supplies

· Send an email introduction to LibNews with a brief description of your new employee’s background

· Preparing for work

· Discuss job expectations, including 

· Attendance

· Work schedule

· Sick/vacation leave including how to request and communicate about it

· How to submit their timesheet or benefit leave. If your employee is eligible for overtime (non-exempt), make sure they submit their benefit time in the Web Time Entry (timecard) system. If your CS employee is salaried and exempt from overtime, make sure you show them how to submit benefit time in the my.library.illinois.edu portal. 

· Unit policies, e.g., food, dress code, etc.

· Library-wide policies and information. As part of this, please let them know they will sometimes receive information that may not be directly relevant to their job, such as Box notifications about the Trespass folder.

· Be sure to go over Library and unit-specific emergency including rally points for fires, tornadoes, and any unit-specific actions their may need to take for life safety or security reasons. Please carefully review the Library’s Emergency Information page with them and encourage them to read the campus Emergency Response Guide

· Please ensure your new employee is also aware of the Library’s Incident Report Form to report incidents involving patrons or other incidents that may require follow-up: https://forms.illinois.edu/sec/1234148616   

· Be aware that Library HR will send you (supervisor) information about the probationary period once campus requests it. This can be several days to 1-2 weeks after the employee starts. It's recommended to make sure your employee is aware of this process so they are not surprised.

· Discuss with your employee if they will be presenting in Library conference rooms or updating Library webpages as a primary duty or in the near future. If so, they have an item on the employee version of the checklist to submit a ticket to IT for access to required training. Conference Training is in person; WordPress training is now online in Canvas.  

· If your new employee will approve other employee’s timecards, show them how to log in and use the system. For questions, email khutcher@illinois.edu  

· Go over high priority information about the job (operational needs, desk coverage, etc.)

· Go over employee’s job description, sign it (both you and your employee), and email it to khutcher@illinois.edu at your earliest convenience

Within first week

· Meet again with your employee to provide more background information now that they have had a chance to settle in

· Ask your new employee if they have any questions about using technology (and please be sure to share any expectations you or your unit have regarding its use, such as calendar sharing, etc.) and confirm they are receiving LibNews & LibAllEmployee emails and have access to systems they need to use day-to-day. Their checklist contains some links to the most common needs about getting email and calendaring set up on Android or iOS, how to reserve Library conference rooms, and how to contact Library IT for help. Library IT is a great resource who can offer direct support or put your employee in touch with the campus-level Technology Services department when needed.

· Show the staff website and briefly how to navigate it

· Provide a brief overview of the Library organization, including units, divisions, the Dean’s Cabinet, Executive Committee, and Administrative Council, and where the committees are listed on the web site

· Describe the major email lists, including LibAllEmployee-L, LIBNEWS-L, LIBFAC-L, LIBSTAFF-L, LIBAP-L and the Library Office Notes (LON). A web page with full listing is available here: https://www.library.illinois.edu/staff/it/emailphonefax/wikiblogmorelistserv/

· Go over the Important Policies section on your employee’s checklist (or ask them to review it themselves) for other important safety and liability concerns

· Discuss how the annual performance appraisal process works 

· Share free training offered by the campus Technology Service department on Outlook or Teams if your new employee has not used these tools before. See: https://webstore.illinois.edu/shop/category.aspx?zcid=127

· Confirm that your new employee reviewed the Important Policies section on their checklist
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