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Who we are
Library Human Resources, part of the Business & HR Service Center

Person Role

Skye Arseneau Interim Director of HR
Labor & Employment Relations

Aneitre Johnson Academic searches (& some Custom Class 
Civil Service)
GAs

Kim Hutcherson Civil Service searches
GAs
Hourlies

Hannah Lafond-Hyman Will take over Hourlies & Reception

Jake MacGregor Organization Development & Training

Zoe Revell (50%) Organization Development & Training



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



1) Review & update existing materials
• New employee checklists & some additional webpages

• Very detailed—much care and effort went into making them!

Opportunities for 
improvements: 

updating outdated 
content & making 

them shorter 



2 versions: 
PDF & 
HTML

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 revised checklists look like.  Find them here:  
www.library.illinois.edu/staff/training/resources/new_employee/



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”)



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



What the new Workspace Readiness form looks like.
Find it here: 

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



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 jdmac@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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