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Purpose:  
The purpose of this document is to provide:
· A consistent approach for onboarding or transitioning in a new limited-term employee across the organization
· Managers with tools and resources to use to onboard or transition in a new employee

New Hire Requirements for a Limited-Term Employee:
	
	Document
	Action
	Link

	1
	Banner ID Request
	Supporting Unit Admin to request Banner ID from the HR Admin team
	employeecontracts@ontariotechu.ca 
please include the following information: 
Full Name, Date of Birth, Address & last 3-digits of Social Insurance Number 


	2
	EPAF Employment Contract
	Supporting Unit Admin to create EPAF employment contract within MyOntarioTech
	https://my.ontariotechu.ca/  
Position ID & Banner ID will be required to complete the EPAF
Contracts cannot be finalized during a payroll freeze


	3
	IT Request Form – Technology Assets
	Supporting Unit Admin to complete IT request form to action Technology Asset distribution & account setup
	Note: IT Department will require seven (7) business days to create a new Ontario Tech U email address for the new hire.
https://servicedesk.dc-uoit.ca/Pages/UOIT-IT-Request-Form.aspx 
Banner Request Form to be completed and signed
Access Card and Key Request 

	4
	Payroll Documents
	TD1 
TD1 ON
Direct Deposit

	New Hires are to visit this site to complete the required payroll documents before their start date. 
Payroll forms can be located;
https://sites.ontariotechu.ca/finance/payroll/index.php#tab1-2

COMPLETED forms should be submitted to payroll@ontariotechu.ca

	5
	Access Card Key Request 
	Access to Office Space
	https://sites.ontariotechu.ca/ocis/forms-and-procedures/index.php 

	6
	Onboarding Setup
	Parking
Unit/Faculty Introduction
Mandatory Training
Health and Safety Training
Employee Orientation - ALL
	RECOMMENDATION: 
For additional Onboarding Resources please visit the following link for further employee setup. 
https://hr.ontariotechu.ca/leader-support/recruitment-resources.php 


	7
	Onboarding Checklist
	Checklist of items to cover pre-first day, first day, first week, first month, first hundred days
	
[bookmark: _GoBack]



Questions can be sent to: employeecontracts@ontariotechu.ca  or  performance@ontariotechu.ca 
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LT Onboarding checklist V1.3 March 2023.xlsx
Instructions

		This checklist is a guide for manager's who are onboarding new hires to the university or new to department/team employees.  This checklist will require your modifications to fit your environment more perfectly.  





























Onboarding Checklist - Managers

		Onboarding Checklist



				CHECKLIST CATEGORY				STATUS		ACCOUNTABILITY		NOTES		Sample Documents				STATUS 



				PRIOR TO START														COMPLETE

				DEPARTMENTAL														IN PROGRESS

				   Ensure new hire has signed offer letter				COMPLETE		Manager

				   Launch Onboarding from My HR Connection to the new hire				IN PROGRESS		HR

				Send welcome email 7-10 days prior to start date						Manager

				Send final welcome email 3 days prior to start date						Manager

				Secure / designate space						Admin

				Ensure furniture and supplies are ready						Admin

				Order keys and proxy access if needed						Admin

				Send the new hire the parking informtaion and registration instructions						Admin

				If applicable: send the new hire information on relocation						Admin

				If applicable: setup phone and assign number 						Admin

				If applicable: prepapre business cards, name plate, etc.						Admin

				Faculty: set up access to funds						Admin

				Update the departmental organization chart						Admin

				Arrange individual meetings for new hire with team members						Manager

				Inform other departments about the new hire						Admin

				Designate coworker to serve as a resource for new hire						Manager

				    Arrange to meet other area and department members						Manager

				TECHNOLOGY / ACCESS

				Notify IT of new hire name, title, reporting manager and start date						Admin

				   Please ensure most accurate new hire information is reflected on the Web Directory						Admin		https://ontariotechu.ca/directory/?firstname=&lastname

				Set up temporary access for contract new hires						Admin

				Order Laptop, get IT accesses, email addresses etc.						Admin		https://itsc.ontariotechu.ca/services/services-faculty-staff.php 

				Prepare employee's workstation						Admin

				Requestthe  employee to send banking and TD1 forms to Payroll						Admin		For limited term employees you might elect to have the employee send their information directly to payroll@ontariotechu.ca 

				Ask new employee to fill out Banner Request Form						Admin		https://itsc.ontariotechu.ca/resources/forms.php 

				Test keys and building access card						Admin

				Software acquisition						Admin		https://itsc.ontariotechu.ca/services/services-faculty-staff.php 

				Printdriver setup						Admin

				Mobile device, if applicable						Admin

				Give instructions for Concur expense reporting or assist the employee						Admin		https://sites.ontariotechu.ca/finance/finance-business-systems/concur.php 

				Assist new hire to set up a .net account						Admin

				After IT set up complete, add employee to department email list(s), WISC access, invite to any ongoing dept meetings where applicable						Admin

				TRAINING / DEVELOPMENT

				Register for Rookie to Ridgeback (Orientation)						Manager		https://hr.ontariotechu.ca/learning-and-development/professional-development-courses/rookie-to-ridgeback.php 

				Register for Rookie to Ridgeback - Intro to HR for Managers						Manager		https://hr.ontariotechu.ca/learning-and-development/professional-development-courses/rookie-to-ridgeback.php

				Mandatory and Required Training						Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/mandatory-employee-training.php

				Health and Safety Training (if required)						Manager		https://hr.ontariotechu.ca/health-and-safety/training/index.php

				DAY ONE

				DEPARTMENT ONBOARDING

				Welcome upon arrival and guide to work station / office						Manager

				Discuss contract / probation period, if applicable						Manager

				Introduce to designated coworker resource						Manager

				Confirm receipt and functionality of passkeys						Manager

				Ensure new hire has some helpful links to assist them to locate information						Coleague

				Discuss parking						Manager

				Discuss meetings that manager set up for employee						Manager

				Review My HR Connection and My Ontario Tech						Manager		https://hr.ontariotechu.ca/index.php 
https://sites.ontariotechu.ca/finance/payroll/index.php  


				Discuss first assignments						Manager

				Review software, hardware, technology, printers, etc. and assist with setup						Manager/IT

				Confirm email and phone setup						Manager/IT

				Review technology acceptable use policies						Manager

				Assist with online directory setup, if applicable						Manager/IT

				HUMAN RESOURCES 

				   Review vacation, work hours, breaks and overtime pay if applicable.						Manager

				   Confidentiality document review and sign (if applicable)						Manager

				   Payroll structure and frequency / direct deposit (My Ontario Tech)						Manager		https://my.ontariotechu.ca/ 

				Present work policies and procedures						Manager

				Explain safety and security policies, Alertus app, SunLife app, OntarioTech Mobile app, DUO						Manager		https://ontariotechu.ca/mobile/  		App Store

				APPROPRIATE TOURS

				Provide office tour: washroom, atm, restaurants, coffee, fire exits (evacuation plan), parking, lunchroom, recycling, garbage, meeting rooms, security						Manager or colleague

				Provide broader campus tour of north and south campus, farm, ACE, Campus Ice (can be over first month or via Orientation program tour) 						Manager or colleague



				FURTHER INTRODUCTIONS / TASKS

				Introduce new hire to key employees, managers, leaders, and team members						Manager

				Ask new hire any questions they may have						Manager

				   Review new employee's job description						Manager

				Explain organizational chart and acrynoms						Manager

				FIRST WEEK

				CHECK-IN / REVIEW

				Check in on mandatory training						Manager

				Discuss organizational culture and work style						Manager

				Discuss current projects and cyclical programs						Manager

				Review our mission statement, vision, values, strategic priorities						Manager		https://ontariotechu.ca/about/university-vision-mission-and-values.php

				Discuss projects for the employee's first few months						Manager

				Schedule introduction meetings with different teams 						Manager

				   Recommend useful readings or list serves						Manager

				   Review University's commitment to Wellness at Work						Manager		https://hr.ontariotechu.ca/wellness-at-work/index.php

				   Organize and schedule software trainings (eg. CMS, MachForm, etc.) (unit specific)						Manager		unit or role specific

				Review the Flexible Workplace Pilot Program and complete application if applicable						Manager		https://hr.ontariotechu.ca/working-at-ontario-tech/flexible-workplace-pilot-program/ 

				FIRST MONTH

				CHECK-IN / REVIEW

				Schedule weekly or bi-weekly meetings						Manager

				Set short and long-term goals						Manager

				Discuss performance review process and performance standards						Manager

				Review upcoming assignments and let the employee know how they are doing 						Manager

				Conduct employee onboarding 30-day check in discussion						Manager

										Manager

				FIRST THREE MONTHS

				CHECK-IN / REVIEW

				Ensure the employee has goals documented appropriately using the correct process						Manager

				Review past and future assignments						Manager

				Ask for feedback						Manager

				BEFORE END OF 4TH MONTH:  Interim probationary review (OPSEU and Non-Union)						Manager



				FIRST SIX MONTHS

				CHECK-IN / REVIEW

				Participate in the Performance cycle						Manager

				Review employee goals and status toward goals						Manager

				Conduct 6-month onboarding evaluation / probation evaluation (OPSEU and Non-Union)						Manager



				FIRST YEAR

				CHECK-IN / REVIEW

				Conduct Performance review and document feedback						Manager

				Recognize Achievements and 1st year milestone						Manager

				Review short and long-term goals						Manager

				   Discuss formal career development plan 						Manager
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