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	Supervisor Checklist

	New Employee Onboarding


	PRIOR TO START DATE


	☐	Notify your team and Cost Center manager about your new employee and their start date.

	☐	Complete all sections of the Onboarding form for your new employee. If you need assistance or are unsure of the requests within the form, please contact Occupational Training at fm-training@virginia.edu.
A link will be provided to you by FM Occupational Training. This form will ensure you are able to initiate processes to obtain the following items to your new employee: 
Initiate AiM and Finance (cost recovery) profiles.
Notify IT/Computer Help Desk to contact you regarding equipment orders and setup.
Identify whether your new employee may need accommodations (i.e., interpretation services for non-native English speakers, accessibility requirements, etc.).
Request a voucher to receive safety shoes.

	☐	Prepare office space and/or locker, supplies, and equipment/tools.
Be sure to make use of FM’s internal resources like the ROSE Program, UVA ReUSE Store and/or the supply closet at the Customer Support Center in the bottom of the Leake Building to help you.
To order specific PPE for your new employee, please use the OHS PPE resource list.

	☐	Contact your new employee and confirm their onboarding schedule for the first week.
You may use the template provided to you in the onboarding email for your new employee in addition to calling them directly. FM Occupational Training will send you an agenda and calendar reminders for your new employee’s onboarding events. 
Best Practice: Use the template for communicating with your new employee that was provided to you as an attachment on the email from FM-Training. Be sure to fill out all the information in the top section, especially your contact information!

	☐	Work with FM-Training on what uniform items your new employee will need (if applicable).
As part of their two-day onboarding experience, your new employee will be taken to Logistics to try on and order uniform items. Please work with FM-Training to communicate what items your new employee will need for their role. 



FIRST WEEK


	☐	Greet your new employee personally on their first day and welcome them to UVA during the scheduled Meet & Greet in Skipwith Hall Room 112! 
If you will not be available on your new employee’s first day, arrange for someone to greet them on your behalf. 


	☐	Make sure your new employee attends all scheduled onboarding events.
The FM Occupational Training team will be hosting all new employees for their first two days. If scheduling conflicts will prevent your new hire from attending their onboarding events, please contact FM Occupational Training as soon as conflicts are known. Certain onboarding events are mandatory, and nonattendance may impact your new employee’s ability to perform their full job duties.


	☐	TIME SENSITIVE: Ensure Part 2 of the I9 is completed with Human Resources if completion was unsuccessful during onboarding. 
· New employees will be assisted with the I9 process, to include being taken to the HR building at Old Ivy Rd to show their documents in person, during their onboarding experience. 

ATTENTION:
If for any reason an employee is unable to complete their I9 Part 2 during onboarding, it is the supervisor’s responsibility to make sure they complete this process through Workday and in person. If they are unable to complete this process during onboarding, this will be communicated to you by FM-Training. 
Failure to complete these processes will result in the termination of your new employee’s employment per federal regulations.

· The following steps for the I9 Part 2 process will need to be completed for your new employee to remain in compliance with hiring regulations, should they be unable to complete this process during onboarding:

1. Acceptable documents must be uploaded into “Worker Documents” within your employee’s Workday profile by end of day on their third day of hire.

2. Acceptable documents must be shown in person to an I9 specialist at 2420 Old Ivy Rd on the third floor by the end of your employee’s first week. 


Visit the UVA HR compliance page for a list of acceptable documents and general information around the I9 process.




For any questions regarding the completion of I9’s, please contact 
UVA Human Resources at (434) 243-3344 or AskHR@virginia.edu.


	☐	Assist your new employee in obtaining their ID badge and/or parking pass, if needed.
· New employees will be assisted with the ID badge application and parking pass selection processes during their onboarding experience. If they successfully complete these processes, supervisors will only need to assist new employees with picking up their badges.

· If your new employee is not able to successfully complete the ID badge process, you will be notified by FM-Training and should complete the steps below:

1. ALL BADGES: All new employees must upload a photo meeting University guidelines to the UVA ID Badge and Online Photo Submission site.
		

2. ACADEMIC BADGES: To obtain an academic ID badge, please fill out the Academic Badge application form and submit it to the UVA ID Card Office on the bottom level of Observatory Hill.

HOSPITAL BADGES: To obtain a health system ID badge, please visit the UVA Health System Technical Services office in Room M1205 in the front corridor of the Multistory in West Complex (old Hospital). 

· If your new employee is not able to successfully complete the process of selecting a parking pass, you will be notified by FM-Training and should complete the step below:

1. Navigate to UVA Parking & Transportation’s web portal to assist your new employee in selecting the best parking option for your area. If your area’s option is currently unavailable, assist them in adding a few parking options to their waitlist. 

	
	

	☐	Review Shop-specific best practices for entering time in Workday.
Your new employee will receive instruction during onboarding that briefly explains how to input time and absence requests within the Workday system, but it is also helpful to discuss any practices that are specific to your area and/or team.
Example: “You only need to submit your time on a payroll Friday.” 


	☐	Assign a team member to help welcome and assimilate your new employee for their first two weeks.









FIRST 30 DAYS



	☐	Assist your new employee in completing their performance goals for the year.
· Use the UVA-HR Workday Performance Goal job aid to assist you and your new hire with the goal-writing process.




	☐	Work with FM-Training to make sure your new employee is enrolled for any trainings needed during this timeframe. 
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