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	Supervisor Onboarding Checklist 

	Checklist used for all new hires, temp to career, transfer into DFA from another department within UCI and transfer from any other UC.

	Requirement Type
	Task 
	Lead
	Due Date
	Status
	Date Completed

	Pre-Start Date

	Required
	Return the DFA Access Request Form to DFA-HR. 
Note: Attached to “Supervisor Details for New Hire” email.
	Supervisor
	Within 2 days of signed offer letter
	Not Started
	

	Required
	Connect with the new hire to discuss first-day details, including location, applicable uniform, parking permits, and contact information. 
	Supervisor
	Week prior to start date or as soon as offer letter signed
	Not Started
	

	Optional
	Order a laptop for the new hire through your department equipment manager. 
Note: It is recommended to place the order at least one month in advance of the new hire's arrival, if possible (monitors, keyboard, mouse, etc.). Please refer to the DFA Equipment Managers list for department contact(s).
	Supervisor/ Dept. Equipment Manager
	Upon offer acceptance
	Not Started
	

	Recommended – If Applicable
	For Aldrich Hall access, request a keycard or badge for the new hire with the DFA Business Services team.
Note: Recommend requesting 1-2 weeks prior to start date once employee ID is generated.
	Supervisor / Director, Business Services
	Start date
	Not Started
	

	Recommended
	Develop onboarding plan for first 3 months.
	Supervisor
	Start date
	Not Started
	

	Recommended
	Coordinate with the office coordinator to send a "Welcome Email" to your team about the new hire's start date.
	Supervisor / Office Coordinator
	Week prior to start date
	Not Started
	

	Required
	Submit DFA Web & Graphic Design request to update the department’s contact and webpage and SharePoint sites to include new hire.
	Supervisor / New Hire
	Start date
	Not Started
	

	Required
	Disposition candidates that were not qualified in ICIMS and work with DFA-HR to close the job posting. 
	Supervisor / DFA-HR
	Prior to start date
	Not Started
	

	Required
	Send welcome email a week prior to employee's first day including the employee onboarding checklist, CC the supervisor.
	DFA-HR
	Week prior to start date
	Not Started
	

	Optional
	Request KSAMS access. 
Note: Refer to the DSA Approver List and KSAMS User Guide.
	DSA-Approver
	Request 1 week prior to start date
	Not Started
	

	Post-Start Date

	Required
	Ensure that employees complete the employee onboarding checklist (HR tasks, including setting up direct deposit through UC Path, DUO, TRS, and UCLC, and signing documents sent via DocuSign). 
	Supervisor / New Hire
	Start date
	Not Started
	

	Required – External Hire, Inter-Location Transfers, and Temp to Career
	Ensure that the employee attends the New Employee Orientation (NEO) session organized by Central HR, scheduled from 8 a.m. to 2 p.m. via Zoom. 
	Supervisor / New Hire
	On assigned NEO date
	Not Started
	

	Required for Hybrid / Remote
	Ensure new staff completes the Staff Remote Work Agreement following UCI Human Resources’ detailed instructions.
	Supervisor / New Hire
	Start date
	Not Started
	

	Recommended 
	Coordinate welcome meetings with team.
	Supervisor
	Within 1st week
	Not Started
	

	Recommended
	Identify work priorities/projects.
	Supervisor
	Within 1st week
	Not Started
	

	Recommended
	Share team norms document with new hire.
	Supervisor 
	Start date
	Not Started
	

	Recommended
	Identify leader communication expectations (in-person/phone/text/MS Teams, approvals, etc.).
	Supervisor 
	Within 1st week
	Not Started
	

	Recommended
	Plan and schedule for Introductory 1:1 and plan for ongoing cadence of 1:1’s.
	Supervisor 
	Start date
	Not Started
	

	Recommended
	Provide office tour.
	Supervisor 
	Start date
	Not Started
	

	Recommended
	Share upcoming schedules (vacations, significant meetings or events, etc.).
	Supervisor 
	Start date
	Not Started
	

	Recommended
	Ensure update email signature block.
	New Hire
	Start date
	Not Started
	

	Required - If Applicable
	Complete the equipment leaving campus form if bringing work equipment to work off-campus/hybrid/remote. 
	New Hire / Business Officer / Equipment Manager
	Within 1st week
	Not Started
	

	Optional
	Request new staff to request MS Teams Phone number through OIT by submitting a telephone service request for new phone service and selecting “MS Teams Phone Service – no phone set.”
Note: This can and should be requested as soon as possible (once the employee ID is available) as it can take up to a month to activate per OIT. 
	Supervisor
	Within 1st week
	Not Started
	

	Required
	Ensure new staff completes annual Cybersecurity training requirement to maintain safe practices and general cybersecurity awareness at UCI by visiting the University of California Learning Center (UCLC).

	New Hire
	Within 1st week
	Not Started
	

	Department Specific Actions

	Recommended – If Applicable
	Request new staff to complete the equipment leaving campus form if bringing work equipment to work off-campus/hybrid/remote.
	Supervisor 
	Start Date
	Not Started
	

	Optional – If Applicable
	Request new hire to complete the DFA Brand Workgroup Exercise available via the DFA Employee Portal SharePoint site.  
	Supervisor 
	 
	Not Started
	

	Recommended
	Review department org charts, webpages, and key stakeholders.
	Supervisor 
	 
	Not Started
	

	Recommended
	Review all required and recommended training specific for department or role
	Supervisor 
	 
	Not Started
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