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Getting to Know UChicago

Manager/HRA Checklist
The Getting to Know UChicago Manager/HRA Checklist is intended to assist you in acclimating your new staff member to your department and the University. The Getting to Know UChicago Process begins prior to a new hire’s first day and continues through the first 12 months. 
Please consult with your department’s local HR representative to obtain a department-customized checklist or additional materials to guide you in this process. 
*Asterisked items denote typical responsibilities of department HRAs

Prior to New Hire’s Arrival
 FORMCHECKBOX 
  Make contact before the first day (email or phone)
· Communicate time of arrival, where and to whom to report, parking, and if he/she should bring a lunch.  Parking website:  
http://safety-security.uchicago.edu/transportation/
· Encourage new hire to explore the Getting to Know UChicago Website, https://staffnewhire.uchicago.edu/ 
· Answer questions or concerns

 FORMCHECKBOX 
  Clear as much of calendar as possible for the new hire’s first day

 FORMCHECKBOX 
  Create a Chicago ID via CAT HR*: 
Tutorial on creating account can be found at:

http://hrservices.uchicago.edu/training/videos/CAT-HR/ 
Create CNet account at:

https://cnet.uchicago.edu/ams/servlet/NSITAAMS
 FORMCHECKBOX 
  Request phone, voicemail and email access*
 
http://itservices.uchicago.edu/welcome/staff/
 FORMCHECKBOX 
  If available, put a few items with the department or U of C logo in the office or workplace*
 FORMCHECKBOX 
  If applicable, designate and notify current staff member to serve as a peer guide*
· Interested in starting a Peer Guide program in your department? Check out the HRS Peer Guide Program Description and consult with HRS on implementation
 FORMCHECKBOX 
  Send e-mail announcement about the new hire to department*

· Role, arrival date, brief history, meet and greet information
 FORMCHECKBOX 
  Prepare a packet containing*:
· New hire paperwork to complete on first day:
http://hrservices.uchicago.edu/fpg/forms/staffing/NewHireChecklist.doc
· Department-specific employee policies/handbook
A copy of the Human Resource Services Employee Handbook will be provided at the Getting to Know UChicago Orientation and all employee policies can be found online at: http://hrservices.uchicago.edu/fpg/policies/index.shtml.  

· Campus map
· Job description
· Organizational chart
1st Day
 FORMCHECKBOX 
  Conduct department “Meet and Greet”
 FORMCHECKBOX 
  Complete new hire paperwork:
http://hrservices.uchicago.edu/fpg/forms/staffing/NewHireChecklist.doc
 FORMCHECKBOX 
  Explain key department-specific procedures and policies:

· Call off procedure, time off requests, work schedule, lunch breaks, etc.
 FORMCHECKBOX 
  Explain department and/or division organizational chart
 FORMCHECKBOX 
  Provide keys and explain building access
 FORMCHECKBOX 
  Direct new hire to website instructions for forwarding email address, if address contains qualifiers (e.g., xxx@surgery.uchicago.edu).
 FORMCHECKBOX 
  Conduct tour of building
 FORMCHECKBOX 
  Take new hire to lunch or host a department lunch
 FORMCHECKBOX 
  Introduce to key staff members
 FORMCHECKBOX 
  Explain in more detail the job duties and priorities.

· Overview of job description, manager’s duties and how the new hire ties into them, etc.

1st Week
 FORMCHECKBOX 
  Request job-related systems access (either supervisor or HRA function)
 FORMCHECKBOX 
  Enable new hire to attend Getting to Know UChicago orientation session
 FORMCHECKBOX 
  Assist the new hire with:*
· Obtaining a University or Medical Center ID;

· Recording time worked and information for UChicago Time training;

· Orient to office logistics (location of office supplies, mail distribution,etc.).

 FORMCHECKBOX 
  Check in with new hire on how their experience at the University of Chicago is going thus far

 FORMCHECKBOX 
  Order business cards, if applicable*
 FORMCHECKBOX 
  Discuss training for the new hire
· Review staff new hire recommended training menu

HYPERLINK "https://training.uchicago.edu/"
· Give completion deadline for mandatory training
 FORMCHECKBOX 
  Schedule regular one-on-one meetings 
· Discuss preferred method of communication

 FORMCHECKBOX 
  Discuss department’s/individual’s mission and goals and how his/her position aligns.

 FORMCHECKBOX 
  Explain job expectations
 FORMCHECKBOX 
  Explain how performance is managed and reviewed, including frequency 
 FORMCHECKBOX 
  Discuss department culture and etiquette
 FORMCHECKBOX 
  Inform about pay: when to expect first check and how checks are disseminated
 FORMCHECKBOX 
  Put a note on your calendar as a reminder of the new hire’s 1 year anniversary and near the conclusion of the new hire’s probationary period
1st Month
 FORMCHECKBOX 
  Check in with the new hire around day 15 to ensure benefit elections were made and proof of dependents was submitted (either supervisor or HRA function)

 FORMCHECKBOX 
  Provide performance feedback
 FORMCHECKBOX 
  Conduct an open dialogue about how the new hire feels about his/her experience thus far
 FORMCHECKBOX 
  Discuss objectives and upcoming projects
 FORMCHECKBOX 
  Follow-up on job-related training
 FORMCHECKBOX 
  Continue introductions to key colleagues campus-wide

 FORMCHECKBOX 
  Review responsibilities of other areas of the division
 FORMCHECKBOX 
  Inquire if new hire has any questions about University policies
3rd Month
 FORMCHECKBOX 
  Conduct formal 3 month performance review
 FORMCHECKBOX 
  For bi-weekly employees who successfully complete their probation, set goals for the remainder of the annual review cycle  

 FORMCHECKBOX 
  Provide performance feedback to monthly employees
 FORMCHECKBOX 
  Continue open dialogue
6th Month

 FORMCHECKBOX 
  Conduct formal 6 month performance review
 FORMCHECKBOX 
  For monthly employees who successfully complete their probation, set goals for the remainder of the annual review cycle.  
1 Year

 FORMCHECKBOX 
  Acknowledge 1 year anniversary 

· Optional: Small gift to recognize the anniversary

