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CLAS Staff Onboarding – Department Responsibilities
	Prior to Arrival
· Arrange for any workflow path assignments and/or university systems access.
· [bookmark: _Int_MYjwKVrE]Contact new employee about when and where to report on their first day and provide an onboarding schedule.
· When developing onboarding schedule, set aside 30 minutes within their first three days for the new employee to meet with their HR Rep for CLAS onboarding and I-9.
· Determine assigned workspace, set aside keys, and add the new employee to any departmental signage, directories, and listservs. 
· Contact departmental IT Consultant (directory here) to obtain a phone number and provide access to departmental shared drives, copier and printing codes, and computer equipment. 
· Send email introducing new staff member.

1st Day Information, Introduction, and Tours                                              
· Give introductions to department faculty and staff. Discuss office hours and expectations.
· Share facility information, including University Classrooms and shared meeting spaces.
· Provide link to the CLAS New Staff Onboarding ICON course.

	1st Week
· Provide a link to the CLAS Strategic Plan.
· Provide employee with link to the departmental and CLAS Webpage and Org charts.
· Get employee ID card/badge.
· Provide information about calendar/email on mobile devices. 
· Provide departmental “swag.”
· Provide employee with copier codes and set up printers.
· Review general departmental administrative procedures.








CLAS Staff Onboarding – Human Resources Responsibilities

	1st Week
· Email employee I-9 information and meet with them to complete the I-9. 
· Review Employee Self-Service, making sure they have updated campus address, emergency contacts, direct deposit set up, etc.
· Provide general information about benefits enrollment, time off accrual, university holidays, payroll calendar.
· Review CLAS Human Resources website.
· Review Onboarding ICON page.
· Review required training and show how to navigate My Training and My Compliances.






	Policies
· University of Iowa Operations Manual
· University of Iowa Staff Handbook
· Conflicts of Commitment and Interest
· Family Educational Rights and Privacy Act (FERPA)
· Confidentiality
· Anti-harassment
· Anti-retaliation
· Drug Free Environment
· Prohibition on Giving & Receiving Gifts
· Violence
· Human Rights Policy
· Non-discrimination Policy
· Vacation and sick leave
· Extreme Weather Protocol
· Acceptable Use of IT Resources
· CLAS Policies and Procedures
Encouraged Trainings/Professional Development
· LinkedIn Learning 
· Learning and Development 
· CLAS Training & Development 
· CLAS Staff Council 










The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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