
       Manager Checklist for New Employees                               
 

Congratulations on hiring your new employee.  The following checklist is designed to help you prepare for your new hire’s onboarding to UMMS through their 
first six months of employment.  Be sure to: 

 Provide your new employee with ongoing coaching and feedback to foster engagement;   

 Encourage your new employee to enjoy a rewarding career experience by gaining new skills and finding ways to contribute to their customers and 
the University’s mission and vision.   

Prior to Employee’s 1st Day        Employee - 1st Day        Employee - 1st Week        Employee - 2nd Week 
     Call or email employee after offer is 
accepted to welcome and confirm start 
date. 

     Ensure ID Badge and Parking Tag has 
been received, as well as special 
department access. 

     Review job training timeline.      Discuss culture and expectations 
(mission, vision, core values, high 
performing organization). 

     Schedule key meet and greets with 
appropriate senior leaders, staff and 
stakeholders. 

     Review telephone, copier and fax use 
and department. Review work schedule 
and dress code. 

     Provide HR Direct overview: time 
reporting, review pay weeks, how to view 
and print an online paycheck/ payroll pay 
advice, location of job aids. 

     Familiarize with organizational 
structure, who’s who. 

     Prepare work space to be ready for 
first day:  supplies, computer 
equipment, software, and phone. 

     Review job description, duties/ 
responsibilities and goals; provide clear 
expectations for the first 30, 60, 90 days.   

     Review department specific goals, 
standard operating procedures (SOP’s), 
department policies and reading material for 
review. 

     Provide overview of clients/ 
customers. 

     Send “Account Request Application” 
for logon to IT and access to 
appropriate drives. 

     Assist with password and Outlook 
signature set up, and mapping of drives 
and printer. 

     Provide organizational charts and 
program overview. 

     Continue meet and greets. 

     One week prior to start date, send 
an email to department staff notifying 
of new hire, background and welcome. 

     Confirm that UMMS user account has 
been set up. Review how to obtain IT 
assistance through the helpdesk. 

     Enroll employee in any required, job 
related training (i.e. Summit, BuyWays, 
Expense Module, etc.). 

     Provide an overview of 
communication protocols/methods. 

     Identify and assign a “buddy”, (a co-
worker) assigned to help answer 
questions about work for the first 3 to 6 
months. 

     Provide department list including titles, 
phone numbers and email addresses. 

     Identify how to submit requests for time 
off, mileage reimbursement, professional 
development, supplies, conference rooms, 
etc. 

     Provide operational 
manual/procedure guide if available. 

     Order business cards if appropriate.      Introduce to co-workers and “buddy”.     Add employee to appropriate distribution 
lists.      

 

      
 

     Provide tour of department and key 
facilities:  cafeteria, restrooms, kitchen 
area, conference rooms, supply area, 
stairways, ATM, parking, etc. 

     Schedule regular supervision meetings.       

           Review what to do in an emergency 
situation (where to exit, where to meet). 

    Provide prescheduled training dates.       

   Review handling of confidential 
information including PHI and PII. 

 

 


