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Checklist for New Unit Head Employees
for the AUL 

AULs, please use this checklist to prepare for the arrival of your new unit head. This is a general checklist and some items may not apply to the new employee’s circumstances as they get started in the Library. Incoming unit heads in particular have unique aspects depending on the specific unit, the new hire’s relocation plans, and the level of familiarity the new unit head has with the University Library and overall campus. Due to being in a prominent leadership and managerial role, they will need to get up to speed quickly to lead their unit, team members, and services. 

Important: Please be prepared to either oversee the new unit head’s onboarding directly or designate someone with the access, authority, and requisite background knowledge to help them make important Library and campus introductions and connections, learn essential unit and service point information, and be able to schedule meetings on their calendar, especially in the first few weeks in their role. Library HR and ODT can generally advise you on approach and provide some overall resources to help with onboarding but feedback from recently hired unit heads have underscored how critical it is for them to gain a strong understanding of their unit and role from their leadership. 

As soon as you can after the new unit head accepts the position and HR notifies you that you can proceed:

· Important: Please verify with the Associate Dean for Academic Affairs and/or the Assistant Dean for Business and Human Resources details such as the start date and if there are any considerations about when the new unit head can be announced (such as if the new hire has informed their existing organization).

· In coordination with the Associate Dean for Academic Affairs and/or the Assistant Dean for Business & HR, create a plan on when to send an email introduction to LibNews with a brief description of your new employee’s background and role

· Identify (or confirm) where your new unit head’s office will be. If you have questions, please discuss with 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 devices, and other important things that you’ll want your new employee to have when they arrive, as well as be added to LibNews. We strongly recommend you request via this form that a member of Library IT meet with the new unit head on their first day to verify their computer and accounts are set up and they are able to email, call, message, etc. 

· Reach out to the new unit head to:

· Discuss when they plan to arrive at the Library (especially if they are moving to the area)

· Discuss the timing and details of notifying the unit team members and the overall announcement of their hire to the Library

· 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 of Facilities and/or the Director for Diversity, Equity, Inclusion, and Accessibility 

· Send them the employee version of this checklist so they know which steps they need to take (email atjohnsn@illinois.edu if you’re not sure which one to provide)

· Let the new unit head know that you’re submitting requests for keys and access, and they may start receiving emails from other Library employees

· 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. 

· Be aware that the new unit head 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.



At least 1 week before your new employee starts:

· Email libraryhr@library.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 Library Business Office (BHRSC@library.illinois.edu) if your employee will be traveling or seeking reimbursements in their position to request your new employee be set up in Emburse Enterprises

· If the unit head will be using Alma, please fill out the Request an Alma Account form 

· Reach out again to ask if the new unit head has any questions about their first day, including when and where to meet (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. Important introductions to consider:

· Team members and direct reports

· Interim unit head (when applicable)

· College/department contacts

· A Library IT team member to help with technology set-up (if you requested this when filling out the New Hire Starting form). Recently hired unit heads have said it is extremely important for them to be able to (and know how to) use email, calendaring, and other important IT tools as soon as possible

· You, as the AUL, can consider setting up meetings for the new unit email with key Library employees, such as 
· Skye Arseneau about personnel policies (high priority)
· Kim Johnson for funding information
· Tom Teper for collection funding information
· Susan Breakenridge for budgeting and Budget Group background
· Tim Newman for facilities
· Heather Murphy for organizational communications
· Kathryn Risor-Heise for Advancement
· Victor Jones for diversity, equity, inclusion, and accessibility
· Other AUL (if not covered above)
These can be prioritized and spaced out over the first few weeks based on what’s most pressing and important in the unit.

· Ensure that your new employee is added to standing/recurring meetings such as:

· All-Library quarterly gatherings organized by the Dean

· Any standing unit/team meetings

· Any standing division meetings

· Library Faculty meetings

· Monthly Library HR Summit meetings (organized by Skye Arseneau)

· Pick up the welcome bag from Library HR to give to employee on their first day 

· Library ODT will pair the new unit head up with two existing unit heads, as part of the Ambassador Program, to provide them with an opportunity to seek advice, learn about the institution and the overall community, and help them build a peer network. These are called Super Ambassadors; recent unit heads have said Super Ambassadors are very valuable to their onboarding experience. Please be aware that the Super Ambassadors will reach out to the new unit head to arrange a time to meet. For questions, contact Jake MacGregor (jdmac@illinois.edu)  

· Make sure the new unit head’s office/desk has been tidied up

On your unit head’s first day

· Electronic access

· As part of filling out the New Employee Starting form, you were able to request Library IT add the new unit head 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 & Lib-Perm-Employee-l list.

· If the new faculty member is untenured (including visiting), contact the current manager [as of 7/2024, Evie Cordell] of the untenured faculty email list to have the new faculty member added. Evie also maintains an MS Teams channel and organizes an untenured Community of Practice. Evie typically reaches out to new faculty within a few days of their start to help connect them to these resources.

· Welcoming

· Advise them on where to park their first day especially if their long-term parking is still being settled. If needed, reach out to the Dean’s administrative assistant to inquire about a 1-day parking pass for metered parking or the availability of the Dean’s guest parking spot.

· Show the new unit head their office (if they haven’t picked up their key already, it can be helpful if you take them to Facilities in 44 Main Library)

· Ensure they have an opportunity to familiarize themselves with their computer. If you requested that a member from Library IT meet with them on their first day (strongly recommended) to verify their computer and accounts are set up correctly, please make sure the new unit head knows they are coming and are able to meet

· Introduce them to other team members and other library employees who they may interact with

· Show them where to get office supplies (if needed)

· Because it has likely been a few weeks since the new unit head’s hire was announced to LibNews, consider sending a second, brief welcome note to share that it is the unit head’s first day

· Preparing for work

· Ensure they are aware of important Library and unit policies

· Please go over the Guidelines for Unit Head Responsibilities page in the Policies & Procedures section of the website, including any specific considerations or additional information for their unit

· Unit heads should be aware of Library and unit-specific emergency procedures, including rally points for fires, tornadoes, and any unit-specific actions their team members need to take for life safety or security reasons. Please carefully review the Library’s Emergency Information page with them

· Unit heads should also be 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  

· They should record benefit time usage (vacation/sick leave) at https://my.library.illinois.edu/index.asp

· Show them where they can find other important policies such as the Patron Confidentiality Policy

· Let them know that training from IT is required for being able to log into computers in Library conference rooms or updating Library webpages. The employee version of the checklist instructs them to submit a ticket to IT for access to required training. Conference Training is in person; WordPress training is now online in Canvas. 
 
· Go over high priority information about the role (unit operational needs, scheduling considerations, key times of the year for unit annual reports and performance evaluations, etc.)

· If the unit head will approve timecards (very likely), show them how to log in and use the system. For questions, email libraryhr@library.illinois.edu 

· Ask if your employee has any questions about the role, etc.

· Tenure – for unit heads who are tenure-track faculty only:

· Let the new unit head know that a Peer Review Committee (PRC) will be assigned to them. Encourage them to review the PTAC website and answer any immediate questions they have.

· Please set up a meeting for your new unit head to meet with the Associate Dean for Academic Affairs about faculty development and answer questions
· Ensure they are aware of any professional development fund allocations available to them to support conference travel and professional development activities, as well as additional funding sometimes possible through discretionary administrative funds or campus programs such as the Scholar’s Travel Fund. For questions, contact the Associate Dean for Academic Affairs.


Within first week
· Meet again with the new unit head to provide more background information now that they have had a chance to settle in

· Ask 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, & Lib-Perm-Employee-l 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 Library employee website and briefly how to navigate it at https://library.illinois.edu (including the Library Directory and the Library BHRSC web page)

· Introduce new unit head to the travel request form: https://www.library.illinois.edu/staff/bhrsc/business-office/travel/

· 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 (includes hourly workers), Lib-Perm-Employees-l (does not include hourly workers), LIBNEWS-L, LIBFAC-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 for non-faculty positions. For questions, please direct the unit head to Skye Arseneau (yoskye@illinois.edu) 

· Discuss gift and endowment funds for their unit. For questions, please direct the unit head to Alyson Bell (afbell2@illinois.edu) 
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