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What is onboarding?

Onboarding is the process of helping new hires adjust
to the social and performance aspects of their new jobs
quickly and smoothly.

-Society for Human Resource Management

“Onboarding is a magic moment when new employees
decide to stay engaged or become disengaged. It offers
an imprinting window when you can make an impression
that stays with new employees for the duration of their
careers.”

-Amy Hirsh Robinson, Principal of The Interchange Group



“If you want to [retain talent], make sure a new
hire’s first year is positive and productive.
Organizations with a standardized onboarding
process experience 62% greater new hire
productivity, along with 50% greater new hire
retention.”

Carucci, R. (2018, December). To Retain New Hires, Spend More Time Onboarding
Them. Harvard Business Review. Retrieved from hbr.org.




Our first goals

Make the onboarding process as smooth as possible by

1. Reviewing and updating onboarding information, and
ensuring that it is helpful to both supervisors and new
employees

2. Simplifying communication and notifications between
key parties (such as the supervisor, HR, Facilities, and
IT) to help us, as a whole, be ready for the new
employee on their first day

3. Building in some methods to keep these materials
and processes up to date
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! = paperCut printing: http:// WWW Jibrary.illino

Email options

_ Approprimc use of computers: hitp://WWW .cumf\\\'mois.cdu vii/viii-1 1 .htm

‘\ __ Entry in Library online phone directory (both dcpanmcnm\ and individual listings): \ t h ems h (0) r-t er
\ hittp://WW w.libra . illinois.edu it/helpdesk/ honcbm)k.h\m\

\ . Ability to 10g into OTRS (Supervisor must log 2 request in OTRS with employee‘s NetlD to

| request access): hitps: JWW \\'-s?_.\'\br;\r\xuiuc‘cdu otrs/customer. |

\ __Howto find the hostname and Inventory number on your computer (needed for an OTRS \

\ request): hitp://WWW ,\ibranui\\inois.cdu it/helpdesk hos\n;\mc.hlm\ \‘

| — LibGuides (access given by Merinda Hensley)

| R Register for [llini Alert: http: WWW .cilcs.i\linois.cdu illinialert

| CITES Status of Services: http: 1s.ci\cs.uiuc.cdu index.cgl

_ CARLI System Status: htt :Lb\ou.cz\r\i.i\\inois.cdu sys-status
- Register for the New Hire IT Orientation bY clicking Events in the Webstore:
http:/ \\‘cbs\orc.i\\inois.cdu home
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New Employee Orientation Checklists

New Employee Orientation Checklists

Type of Checklist PDF HTML
Checklist Checklist

Mew Employee Orientation Checklist Pdf him
Academic Profegsional Supplement Pdf himi
Civil Service Employee Supplement Pdf himl
Faculty Supplement Pdf himl
Graduate Assistant Supplement Pdf himi
Student Assistant Supplement Pdf himl
Supervisor Information Pdf himi
Unit Head Pdf

Checklist for New Librarians and Others with Teaching Responsibilities: Information Paf himl

Literacy

Divizion Coordinators

"

N

-

|

2 versions:
PDF &
HTML

J

Multiple
documents
per
audience




Changes

One, printer-friendly version (.docx) will make it easier
maintain

The employee gets all the information on one document (e.g.,
New Academic Professional Checklist) instead of across
supplements

Slimmed-down content to prevent overwhelming new
employees with too much information at once

Separate checklist for the supervisor/unit head since they need
to take their own steps to prepare for the employee

Version date in upper left corner so you can see when it was
last updated



What the revi
WWW.Iibral}/\lfi?lciinc:_ecklists look like. Find th
|s.edu/staﬂ‘/traininq/rees.lr:)1 here
urces/new
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thecklist for New Academic Professional (AP) Employees
for the EMPLOYEE \

Welcome t0 the Library! This checklist helps you get started and find info about your new job
\mportant note: We have been revamping this checklist o make it more useful and sueamhned
\f you have questions or think there i an efror with the content, please ask your supervisor
Your feedback about the checkiist would be very helpful, you can send it to Jake MacGregor at

Jdmac(a).mmms edu

Before your first day:

0 Complete the Ul New Hire process 1o get your NetlD. email, and other jmportant
accounts (hitps j:‘ne\:.i\le,u_\lu un,\lmu;;e,dg.f)

QO fyouare new to the University, you will complete your g911 Acknow\edgemen\ form as
part of the Ul New Hire process However, if you are returning 10 the University, you
should complete the g9 Acknow\edgemem form at
hitp:/Auc.ilinols edu/e911ack owledge. Once the form is submitted, you can contact

Library IT Help Desk (below)
0 Email the Library |T Help Desk (he\p@library illinois.edu) and letus Kknow \
2 Your Neli. to confirm you have been added to Library systems
3 That your e911 acknow\edgement is complete, so that muLLync!Skype for
Business account (phone number) can be reques(ed See
hittps: /AW jiprary linois eduss\aﬂ:‘i\r‘emal\ hone(asﬂ‘,ncvmps
2 Sign up for your genefits Orientation with campus-\evel HR at
hitps /v obfs.uillinois edul\ralmnglregs(ra\lonl or through Ul New Hire
Q Verify that you setup direct deposit for your salary, which is paid monthly on the 16th
See hiips LA yillinois edu/pa) Jdirectde osit

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

0 Explore your options for commuting to work including arranging for parking \

www . parkind linois.edu o using the public bus system e mitd.ord

3 Loginto your University email to confirm thatits working You can access it at

hitps:// ;@@L@ﬁ\g@}(ﬁ com/ |f you are prand new to the University, your email may not

\ work until your appointmenl fully processes which may pe a couple days after your start \
\ date \
3 Verify you ve signed up for Wini Alerts (campus-\mde emergency system) at |
\ hitps [lemergency Alinois edu \
O Getyour 1Qam—-your official University |D that allows free access to bus system and

other things Read where to go and what to take with you here

nitps -rc.;n:,ardn,et, uillinois edu/. You can also get this on or after your first day if you
are not on campus yet.




Available now:

Updated checklists for new
Academic Professionals
Civil Service
Faculty employees

(as well as the equivalent versions for their supervisors/unit
heads)

Find them here:

www.library.illinois.edu/staff/training/resources/new employee/

(or search Library webpages for "new employee”)
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New Employee Onboarding Checklists

Update: New Checklists Available

As of Spring 2019, there are revised checklists available for Civil Service, Academic Professional and Faculty employees (see below). To
help clarify the onboarding process, these new checklists have separate versions for the supervisor and the employee. They are listed in
the fable below in a printable doc version

The older checklists are also available below for roles such as GA, unit head, supervisor, etc., but will be revised in the future

For questions, contact Jake MacGregor (jdmaci@illincis.edu)

Type of Checklist

Mew Civil Service Employee Checklist (Updated for 2019) For the employee For the supervisor
{.doc) {.doc)

New Academic Professional Employee (Updated for 2019) For the employee For the supzrvisor
{.doc) {.doc)

Mew Faculty Employee (Updated for 2019) For the employee For the unit head
{.doc) {.doc)

Graduate Assistant Supplement himil, Pdf

Student Agsistant Supplement himl, Pdf

Supervisor Information himl, Pdf

Unit Head Pdf

Checklist for New Librarians and Others with Teaching Responsibilities: himl, Pdf

Information Literacy

Division Coordinators

What the revised
New Employee
Onboarding
Checklist page

looks like now
(a work in progress)



http://www.library.illinois.edu/staff/training/resources/new_employee/

2) Simplifying notifications

» To provide a great first day on the job, we also want to make
sure new employees have as much in place for them as
possible when they arrive (workspace, computer, keys,
nameplate, etc.)

« Sometimes the workspace itself needs facility or technical repair
or updates, and this work can take several weeks or more to
complete

» There has been no existing, defined process for how
supervisors and unit heads can give IT and Facilities notice at
the start of a search so that they can use that “lead time” to
complete any necessary upgrades before the employee starts



“"Workplace Readiness Form”

For when you know a person will be joining your team down the
road (AP, Faculty, Civil Service)

Collects some basic info about anticipated start date, where the
workspace is located, what the employee’s role is, etc.

Supervisors submit form after getting approval to fill a position to
provide IT & Facilities with as much time as possible for completing
repairs/upgrades to the room, network/data, etc.

The form creates tickets in both Facilities’ and IT's OTRS queues
so you can provide the information just once and both groups get
it!

Available at go.library.illinois.edu/workspace readiness
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Library Hiring: Workspace Readiness Form

What the new Workspace Readiness form looks like.
Find it here:
o go.library.illinois.edu/workspace readiness




“"New Employee Starting”

For when you know *who* is starting (AP, Faculty, Civil Service)

Collects more detailed info about anticipated start date, who the
person is, so that keys and access, computers, etc. can be
prepared

Supervisors submit form ideally as soon as candidate accepts
the employment offer

Again, the form creates tickets in both Facilities’ and IT's OTRS
queues for you

Available at: go.library.illinois.edu/new employee
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Library Hiring: New Employee Starting

s, and H

e to help their first day go smoot

* 1. What is your new employee's name?

2. What classification is your new employee?

Academic Pre
Faculty

* 3. Which unit/group will your new employee be working in?

4. What is your new employee’s NetID? If you don't have this information yet, that is OK. You can still fill out the rest of this form.

5. What is your new employee's UIN (9-digit number)? If you don't have this information yet, that is OK. You can still fill out the rest of
this form.

6. What date will your new employee start?

m/dd

7. Where is your new employee's office location?

Information for Library IT

ection is about you

employee's IT needs

8. IT will provide a standard Windows workstation with keyboard and mouse for your new employee to use (if they are eligible for CTAP,
they can choose their equipment after they settle in). Are there other considerations that IT needs to be aware of for your employee's
first day?

9. If your new employee is a Faculty member or Academic Professional, would you like to schedule a brief meeting on your employee’s
first day to have IT visit to ensure your new employee can log into their computer? If you mark Yes, a Help Desk employee will reach out
to schedule this with you.

ould like IT to reach out to me
No, this is not necessary

hedule a me:

y new em

10. Does your employee have any ergonomic needs? If yes, please provide a link to the specific ergonomic equipment so that IT and/or
Facilities can look into getting suitable equipment

* 11. Does your employee need a Skype for Business account for phone calls and instant messaging capabilities?

What the New Employee Starting form looks like.

—

Find it here:
go.library.illinois.edu/new employee




3) Building in maintenance/updates

Important to keep these checklists/forms as current & useful as
possible to support a positive experience for both supervisors
and new employees

HR building in semi-annual review of checklists

But more eyes are better! Info at top of checklists, checklist
webpage, and the forms to provide feedback or corrections.

HR, IT, & Facilities meeting regularly to discuss how these
streamlined notifications and processes are working & look for

future opportunities

Big thank-you to the 20+ supervisors & unit heads,
existing employees, and new employees who
helped by trying out the new checklists and/or
forms and providing feedback!



What we are asking now:

* Please use the new checklists and forms as part of
your own onboarding practices when you have a
new employee. This will help us provide a more
consistent onboarding experience to new employees.

« We welcome your feedback! These materials are
“living” documents and communication practices
that need refinement & continuous improvement

* Please reach out anytime with questions! Easiest
way is email Jake at jJdmac@illinois.edu or stop by
the HR office (127). We will also share info on
LibNews and offer open sessions to supervisors as
needed.



mailto:jdmac@illinois.edu
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