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Checklist for New Unit Head
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 Associate University Librarian (AUL) 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:

· Library Human Resources will help you navigate through the campus new hire process. This includes:

· Completing the UI New Hire process to get your NetID, email, and other important accounts.

· 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.

· Signing up for Benefits Orientation with campus-level HR at https://humanresources.illinois.edu/employee-experience/new-employee/onboarding/orientation/ or through UI New Hire

· (Optional but recommended) Signing up for Orientation to Campus for New Faculty held in August each year (or in the spring for faculty who join after August)

· (Optional but recommended) Signing 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.

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

· Getting 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://www.icardnet.uillinois.edu/public/get-card.cfm. You can also get this on or after your first day if you are not on campus yet.

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

· Logging 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.

· Verifying you’ve signed up for Illini Alerts (campus-wide emergency system) at https://emergency.illinois.edu

· Familiarizing yourself with the campus Emergency Response Guide

· Adding the University of Illinois Police Department’s non-emergency number (217-333-1216) to your phone contacts so it is easily available if you need to contact them and it is not an 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://www.police.illinois.edu/community-outreach/safewalks-and-student-patrol/ 

· You will also have a Library onboarding process 

· 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.  

· Your AUL will reach out to you about formal onboarding, including arranging for your computer equipment, keys, and introductions to your unit team members. 

· Please discuss when your hire as a new unit head will be announced to the unit and the Library.

· Discuss with your AUL when you plan to first arrive at the Library so any introductions and tours can be planned. Important introductions to consider: 
· Team members and direct reports
· Interim unit head, when applicable (for hand-offs and status)
· College/department contacts
· Your AUL can also arrange in advance to have a Library IT team member meet with you your first morning to ensure you can log in to your computer, print, etc. (strongly recommended)

· Verify with your AUL that you have been added to important meetings including
· The 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)

· You will be paired up with two other unit heads to provide informal advice, share institutional knowledge, and be a sounding board (and if you are new to this area, campus and the Urbana-Champaign community as well). We informally call these “Super Ambassadors”. Please keep an eye out for an email from the Organization Development & Training Coordinator (ODTC) to introduce you.

· 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 AUL or Library Human Resources. 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 AUL or team member to be shown to your unit and office.

· Meet with Library IT (if this was arranged) to verify your computer/technology set-up is working

· Get your office key. Your unit head 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 faculty (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. Library IT may reach out to you prior to your first day to initiate this discussion and find out about your technology needs.

· 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 AUL)

· 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:

· Ensure you have an opportunity to discuss important policies with your AUL and/or Library Human Resources. 

· Please discuss the Guidelines for Unit Head Responsibilities page in the Policies & Procedures section of the website with your AUL, including any specific considerations or additional information for your unit


· (High priority) 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 and discuss unit-specific information with your AUL and/or the Assistant Dean for Library Facilities. 

· 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 

· 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/

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

· 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

· Submit a ticket to IT requesting training if you will 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/

· If you did not receive a door nameplate, please check with your AUL to see if one was ordered. If not, submit a ticket to Facilities to request one.

· (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

· Your AUL may help you schedule a meeting with the Associate Dean for Academic Affairs to discuss faculty development with you and answer any questions you have. 

· If you have questions about professional development fund allocations available to you to support conference travel and professional development activities (stated in your offer letter), or additional funding sometimes possible through discretionary administrative funds or campus programs such as the Scholar’s Travel Fund, we recommend discussing this with your AUL or Associate Dean for Academic Affairs.

· Your AUL may also help schedule meetings over your first few weeks, with key employees to learn important information about your unit and the overall Library. Please discuss with your AUL a plan for reaching out to them as you get settled in. Suggestions include:
· Skye Arseneau (HR) about personnel policies including graduate and undergraduate student workers(high priority)
· Kim Johnson (Business Office) for funding information
· Tom Teper for collection funding information
· Susan Breakenridge (Business & HR) for budgeting and Budget Group background
· Tim Newman (Facilities) for facilities and space information
· Heather Murphy (Communications) for organizational communications
· Kathryn Risor-Heise (Advancement) for rules regarding any endowments or restrictions for your unit 
· Victor Jones (Director of DEIA) for diversity, equity, inclusion, and accessibility initiatives

· If you are tenure-track, please review the Promotion and Tenure Advisory Committee’s web page for details about the tenure process: https://www.library.illinois.edu/staff/statement-on-promotion-and-tenure-to-the-library-faculty-at-uiuc/

· If you are untenured (including visiting), please reach out to the current managers of the untenured faculty email list to be added [As of 7/2024, Evie Cordell is the managers. Evie also maintains an MS Teams channel and organizes an untenured Community of Practice. Evie may reach out to you within your first week but you are also welcome to contact Evie at evelync2@illinois.edu for more info.]


Within your first month:

· You likely will have met with a Library HR team member (s) to learn about personnel policies by this point. If not, please reach out to the head of Library HR to meet. They can also help you register for campus-level HR Series for Managers and Supervisors training series that covers important policies such as hiring, performance management, and FMLA.

· 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 at https://webstore.illinois.edu/shop/product.aspx?zpid=4395 and clicking Add to Cart 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 the Adobe Creative Cloud license (which includes Acrobat DC) instead: https://webstore.illinois.edu/shop/product.aspx?zpid=4393 

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

· (Optional) If you have published research or scholarly works, you'll receive a notification once your Illinois Experts profile has been created. This happens automatically for tenure-track faculty. Specialized faculty can request a profile by emailing experts-help@illinois.edu. 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
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