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Diving Into the Culture		MSU Onboarding – Supervisor Resources
The following checklists will help supervisors successfully onboard new employees. Please customize the tasks and framework as needed for your college/unit/department. Visit the HR website at hr.msu.edu/onboarding for more resources.
	New Employee Information: Who are we onboarding?

	Employee Name:
	[Insert text]

	Employee Pronouns:
	Insert text]

	Position:
	[Insert text]

	Supervisor Name:
	[Insert text]

	Department:
	[Insert text]

	Start Date:
	[Insert text]





	Prior to Start Date

	TASK
	STATUS

	Prepare a welcome letter or email to the new employee prior to their first day to help them prepare. Consider providing the following information:
· Their work day start and end time.
· Where and who to report to when they arrive/start.
· First day parking instructions.
· Process for scheduling their orientation date with HR.
· If you’re taking the employee to lunch on their first day, be sure to inform them. Inquire about any diet restrictions. 
· Information for first day activities, such as completing the I-9 form, internal forms for data security, etc.
· Ask the employee if they have any ergonomic needs.
· Provide a link to the new employee toolkit.
· Other requirements specific to your unit.
	o
	Prepare an agenda for the employee’s first day and week. Consider including the following:
· Review their job description and update as needed.
· Schedule time to spend with your new employee during the first week.
· Identify and share recurring meetings (team, one-on-one, all staff) for unit.
· Identify and share other meetings pertinent to job duties.
· Identify people for the new employee to meet during the first week and schedule meetings for them.
· Determine a meaningful work assignment for the new employee to attempt to complete.
	o
	Announce the new employee’s arrival date and duties to the department.
	o
	Ensure the employee knows they will need to register for New Hire Orientation. Newly hired, benefits-eligible support staff can expect an orientation email from the HR Solutions Center during their first week of employment.
	o
	(continued on next page) 
	

	Ensure the set up of new employee’s work area/station as appropriate. If it is a shared space, identify customs and norms for the space. Consider the following:
· Identify workspace.
· Identify any accommodations; refer to the RCPD for initial request as necessary.
· Secure a computer resource.
· Arrange for computer and software installation.
· Order a telephone (if needed).
· Set up telephone line.
· Provide sufficient office supplies.
· Ensure chair is available.
· Order work station name plate.
· Order name tag.
· Order business cards.
· Provide mission, vision, and values of the unit.
· Review unit organization chart and where the new employee fits in.
· Prepare a remote work agreement (if needed).
List other items specific to you unit here.
	o


	Arrange for a buddy/mentor to help the new employee acclimate to the new position. Discuss the expectations and objectives with the buddy/mentor.
	o
	Identify and ensure appropriate access/security is requested for the position. Make sure to show the employee how to access everything they will need. This may include the following:
· SharePoint sites
· Teams Groups
· Listservs and shared mailboxes
· EBS Portal
· Shared drive access and folders
· Office/department-specific calendars, sites, etc.
	o




	Pre-Boarding/First Day

	TASK
	STATUS

	Greet the new employee and make them feel welcome. Show them to their work station and introduce them to teammates both onsite and remote.
For remote employees, arrange for a virtual meeting with the team. Consider sending a welcome kit to their home.
	o
	Ensure that your employee completes section 1 of the I-9 form on their first day of work (this is required by law).
To meet federal requirements, supervisors are required to complete section 2 of the I-9 form within the first 3 days of employment. Learn more about the I-9 form.
	o
	Announce the new employee’s arrival date and duties to the department.
	o
	Ensure the employee registers for orientation. Newly hired, benefits-eligible support staff can expect an orientation email from the HR Solutions Center during their first week of employment.
	o
	Request access for the new employee as directed in your unit. Review common questions:
· Do they need to access the VPN?
· Do they have access to everything they need in the EBS Portal?
· Do they have OKTA set up?
· Do they have access to their team’s mailbox?
· Is their NetID activated?
· Do they need specific software or equipment?
IT Services: Access requests are submitted via TeamDynamix. For more information refer to the TeamDynamix KB article. If you have questions regarding the retirement of eARM, please contact the MSU IT Service Desk at 517-432-6200.	Comment by MacGregor, Megan: Recommend removing "As of March 21, 2023, the eARM system is no longer used for requesting access." By the time this is sent out, it will be almost a year since this change was made. I don't think this information is needed anymore here.	Comment by Sharri: @MacGregor, Megan  agree
	o
	Grant electric building access by contacting the MSU Department of Public Safety at 517-353-1965. You will need the small set of numbers on the bottom, back of the ID card for access. Note: some units may have internal coordination for access. Check with your unit HR administrator. 
Complete the following:
· Record and issue required keys.
· Let the employee know if they are locked out to contact the MSU Police Cadet Desk at 517-355-2221.
	o
	Assess if there is a conflict of interest. Employment of relatives in the same unit, department, or supervisor requires prior written approval. 
· ​​​​​​​Conflict of Interest
· Faculty Conflict of Interest
	o
	Provide resources and support for international employees.
· Visa and Immigration Information
· WorkLife Office International Employee Resource Group
	o
	If required, have the new employee complete drug screening. Contact your college or department HR staff for further instruction.
	o
	The EBS Portal is an important tool for all staff. New employees should be given time to explore it as needed. There are some specific tiles you should highlight and explain during their first week, including: 
· Click My Benefits in the top navigation, then select the Add Family Member or Dependent tile to add dependents and the Benefit/Retirement Enrollment and Changes tile to enroll in benefits withing the first 30 days of the hire date. 
· Click My Time and Payroll in the top navigation, then select the Bank Information tile to enroll in direct deposit/pay card.
· Click My Time and Payroll in the top navigation, then select the W-4 Tax Withholding Tile. 
· Click My Personal Information in the top navigation, then select the Personal Profile tile to input information on emergency contact, disability status, veteran status, etc.
	o
	Arrange for business cards, name plates, and update any directories.
	o
	Discuss name and pronouns, norms for Zoom/Teams displays.
	o
	Arrange for photos.
	o
	Set up Teams and Zoom protocols, meetings, and provided contact information for others on the team.
	o
	Have a welcome for employees to come to introduce themselves or, alternatively, arrange to take the employee around the office to introduce them to staff.
	o
	Provide a tour of the building/department and identify areas of importance to the new employee, including:
· Bathrooms
· Break rooms
· Copies, scanners, fax machines, etc.
· Coffee room
	o
	Arrange to have lunch with the new employee (if possible), either one-on-one or with other staff. 
	o
	Introduce the new employee to their buddy/mentor and explain their role.  
	o
	(continued on next page)




	

	Provide important information to the employee, including:
· Pay schedule and when the employee can anticipate their first paycheck. 
· University academic calendar.
· Flexible/remote work schedules.
· University holiday schedule.
· Review how the employee earns/accrues time off
· Review process for requesting time off.
· Review process for using sick/emergency time.
· Review access requirements such as the MSU Institutional Data Policy and other signatures required by your unit.
· Emergency exits, panic buttons, what to do in case of an emergency. 
· If the employee is designated essential with critical functions during modified operations, provide information on what would be expected.
Add department-specific information here.
	o
	Collect and provide contact information, including:
· Collect employee's contact information, including cell phone number.
· Collect employee's emergency contact name and phone number. Update any internal documents with this information and share updated document with team. 
· Provide employee with your cell phone number.
	o
	Update your unit’s Business Continuity Plan (if needed) and send updated emergency contact information to Emergency Coordinator for your unit if employee is deemed essential with critical functions.
	o
	[Insert task here]
	o
	[Insert task here] 
	o




	First 30 Days

	TASK
	STATUS

	Ensure the employee registers for orientation. Newly hired, benefits-eligible support staff can expect an orientation email from the HR Solutions Center during their first week of employment.
	o
	Schedule one-on-one time with your new employee at the beginning and end of the week. Some questions you could ask include:
· What motivated you to join MSU?
· How do you see yourself contributing to our team?
· Do you have any questions for me?
	o
	Review the onboarding plan and checklist for the year (high-level overview) of what to expect with the new employee.
	o
	Ensure the new employee enrolls in benefits and adds any dependents within 30 days of their hire date. This can be completed in the EBS Portal:
Click My Benefits in the top navigation, then select the Add Family Member or Dependent tile to add dependents and the Benefit/Retirement Enrollment and Changes tile to enroll in benefits withing the first 30 days of the hire date. 
	o
	Review health risks and physical demands of the position, including:
· Environmental Health and Safety website
· Support staff health assessment policy and procedure
· Verify required licenses and/or certifications necessary for the position.
	

	Arrange for staff to provide training on job duties and other relevant information:
· Identify a short-term assignment the employee can accomplish.
· Provide job overview.
· List major assignments and training partners here: 
	o
	Orient new employee to the department and key stakeholders and partners that the employee will likely encounter in the course of their work.
· Introduce and welcome the new employee.
· Identify department goals/mission/vision and relationship of the department to the university.
· Discuss applicable departmental policies and processes.
· Share job description and any other expectations
· Review performance development program process and discuss performance goals and objectives for the upcoming year.
· Discuss and identify development opportunities. 
· Describe service expectations.
· Provide a departmental phone list, list of current department programs, and organizational chart.
· Identify if the new employee is considered a critical employee with essential skills that would need to respond during modified operations; update business continuity plan, if needed.     
· Explain work duties of others in the work unit and other units frequently needed for the course of their work.   
	o
	Provide expectations on use of email, internet, Teams, Zoom, and other electronic communications, including:
· Share appropriate email signature template.
· Share any communications guidelines and templates.
· Provide EC5000 if required for phone access.
· Provide codes for copiers and printers
	o
	Send an email to staff communicating the new employee’s email and phone number.
	o
	Ask the new employee and their team members to share calendar permissions.
	o
	Ask the employee to sign up for MSU emergency alerts. 
	o
	Ask employee to complete emergency contact information within the EBS Portal. To edit their emergency contact information, select My Personal Information from the top navigation, then select the Personal Profile tile. 
	o
	Review the Employee Handbook and University Policies with the employee, including: 
· Rules governing personal conduct
· Remote work
· Modified operations
· List other policies important to your department here.
	o
	Review and follow guidance on Performance Excellence training for both the employee and supervisor. Use the resources and forms required by all support staff positions, including:	Comment by MacGregor, Megan: I revised this section to include details about the required online training, forms, meetings, and timeline for a new employees. Please confirm accuracy.
· New employees must complete the required training before the performance planning meeting. 
· Conduct a Performance Planning Meeting within 30 days of their start date. Document the development planning by using the Goal Setting and Professional Development Plan form, or a similar tool. This form is for your reference. Check with your unit/MAU Human Resources department on whether they need a copy of it. It does not go to MSU HR.
· Complete the Performance Planning form and send to MSU HR before the due date.  
· Be aware of and communicate the type of probationary period that is required for the position.
· Inform the employee of the required interim evaluation for new employees (APA/APSA union only) at 6 months.
	o
	[Insert task here]
	o
	[Insert task here]
	o




	30 – 60 Days

	TASK
	STATUS

	Review the onboarding checklist. Follow-up on action items from previous period. Consider asking these questions: 
· What do you find most interesting about working in this college/unit/department/team? 
· What are you hoping to learn from your experience at MSU?
· What surprised you? 
· Do you have any questions for me?
	o
	Set up one-on-one meetings with team members so new employee can learn about their roles
	o
	Set up one-on-one meetings with key individuals in the unit to learn more about the operations across the unit/department. List key individuals here:
· [Insert list here]
	o
	Continue to orient the new employee to the university by reviewing the following with them:	Comment by MacGregor, Megan: Updated the links here since in the original doc some were broken and some went to old pages. Please confirm these are what you want linked here.	Comment by Sharri: Thank you
· MSU’s mission, vision, values, and the strategic plan.
· Provide scope of the university (i.e., number of students, staff, etc.) utilizing the Facts at a Glance webpage.
· Attend HR Orientation if not already completed.
· Share Employee Resource Groups and CoREM organizations. 
	o
	Meet regularly to answer questions and ensure the new employee is becoming acclimated to the department and position responsibilities. 	Comment by MacGregor, Megan: This task and the following were combined. I separated them b/c they seem like two distinct tasks.	Comment by Sharri: Thank you
	o
	(continued on next page)

	

	Make sure the employee is experiencing the culture of the unit and MSU. Share the norms, events, etc. that are unique to the unit, including: 
· Unit “fun” days
· Game days
· How to connect with interest areas, such as fitness, health, wellbeing, sports, music, etc.
· Unit recognition and engagement events
[List others here]
	o
	Arrange to take the employee to different places on campus, including:
· MSU Dairy Store
· Dining Halls
· MSU Union
· MSU Museums
· Tour of different buildings on campus
	o
	Schedule any applicable mandatory training for the employee and take note of the location of the training. The following may be required:	Comment by MacGregor, Megan: This box is about training and development tools. The original version also contained information about signing up for benefits and notifying the employee of their pay schedule. These two items do not fit with the theme of this box, so I removed them. I added them to the "First Month" section, which seems like the best spot since supervisors should be ensuring their employees have selected their benefits prior to reaching the "30-60 Day" checklist. 	Comment by Sharri: Thank you
· RVSM
· DEI
· Required safety training for the position.
· MSU offers a wide range of learning opportunities to help employees succeed in their current position or develop skills for advancement. 
· FAS Development Programs 
· Professional Development for Support Staff
· elevateU
· Educational Assistance
· Course Fee Courtesy
· Career Opportunities at MSU
· Faculty and academic staff (FAS) need unique resources to serve the educational requirements of students. Click below to share each of these teaching resources:
· D2L Site Overview
· Ordering Course Materials
· Academic Advancement Network (AAN) Community Welcome
· Contract & Grant Administration/Office of Sponsored Programs
· Teaching workshops: check with your college/unit for more details

	o
	Review professional development options with the new employee, including:
· Use elevateU for self-paced, online learning. Consider assigning a topic or having the employee select one from elevateU to review and discuss.
· Professional development programs are available, including virtual and in-person instructor-led courses.
· If the employee is new to higher education, consider sharing this CUPA-HR Understanding Higher Education online, self-paced resourced.
	o
	Conduct an onboarding survey at 60 days, including these questions and use it to make changes to your onboarding approach:	Comment by MacGregor, Megan: Is this a survey that the unit would develop or something HR sends out? We should specify here.	Comment by Sharri: @MacGregor, Megan  ok to move forward on this; I added a short statement and put the onus on the unit
· What has been most beneficial?
· What do you know now that you wish you would have known earlier?
	o
	[Insert task here]
	o
	[Insert task here]
	o




	Three – Six Months

	TASK
	STATUS

	Employees have been overwhelmed with information. Be sure to take the time to really connect with them. Consider these questions or others to enhance their experience:
· How have you been settling in so far, and is there anything that would help you feel more at home here?
· Have you had the opportunity to meet other members of the team? 
· How has your experience been? Is there anything that you have particularly enjoyed or found challenging in your role?
	o
	Check in with the employee to verify and complete onboarding tasks. Consider the following:
· Are there any outstanding items?
· Attend networking events.
· Participate in learning activities.
· Understand the unit/department mission, vision, and values.
	o
	[Insert task here]
	o
	[Insert task here]
	o




	Six Months – One Year

	TASK
	STATUS

	Close out any onboarding tasks and identify if there are changes in goals. Note changes and adjust goals in writing, if necessary.
	o
	Celebrate completion of first year! A handwritten note and small token are always a nice touch.
	o
	Consider asking the new employee these questions:
· Are there any areas in which you would like to develop further? What support can we provide? 
· What have you learned so far about our organization that you find particularly interesting or surprising?
· How do you feel you are contributing to our team and MSU as a whole? Is there any support we can provide to help you achieve your goals? 
· Are there any projects or initiatives you are particularly proud of contributing to thus far? 
· Is there anything that you have been working on that you would like additional support or guidance on? 
· Looking back over the past year, what are some of the biggest challenges you have faced and how have you overcome them? What can we do to help future employees in this role? 
· What are your goals for your professional development in the next year, and how can we support you in achieving them?
	o
	Complete annual/probationary evaluation. Note: there is not a different form for those with probation, use the annual evaluation form.
· Use the Performance Excellence process and resources (including forms).
· Formulate the employee’s goals for next year with them.
· Submit the annual evaluation by the due date. 
	o
	[Insert task here]
	o
	[Insert task here]
	o

Notes: 
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MSU Onboarding  –   Supervisor Resources   Onboarding  Checklist for New Employees  

The following  checklists   will help  supervisors   successfully onboard new  employees .  Please customize the tasks and framework  as needed   for your college/unit/department .   Visit the HR website at  hr.msu.edu/onboarding   for more resources.  

New  Employee   Informati on : Who are we onboarding?  

Employee  Name :  [Insert text]  

Employee  Pronouns:  Insert text]  

Position :  [Insert text]  

Supervisor  Name :  [Insert text]  

Department:  [Insert text]  

Start Date :  [Insert text]  

     

