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Onboarding is the process of welcoming, supporting, and managing the transition of new employees during their first year of employment. Unlike traditional orientation practices that focus primarily on forms, policies, and job duties, onboarding helps new employees feel engaged at the University of Iowa and rapidly achieve performance expectations and goals. Onboarding at Iowa starts with recruitment and continues through the acceptance of an employment offer and the first year of employment.
Onboarding is a critical stage in the employee lifecycle, setting the foundation for new hires' success in your organization. By focusing on the supervisor-staff relationship, you can foster engaged, productive, and committed employees. This is accomplished through frequent developmental feedback and providing support for individual needs.
Successful onboarding programs encompass the 5 C's
COMPLIANCE - new hire understands organizational policies and procedures
CLARIFICATION - new hire understands their role and expectations, contributes to the team, and demonstrates progress in their skills
CULTURE - new hire is immersed in the organization's culture and demonstrates core values
CONNECTION - new hire establishes interpersonal relationships within the department and across the university
CHECK BACK - new hire implements feedback from the supervisor and communicates questions as necessary
Impact on new hires
Each component focuses on how the new hire feels, building human connections. Ideally, at the end of the onboarding program the employee will feel:
Confident in their role
Engaged
Motivated to deliver
Excited to grow and contribute
Valued
Connected
Supported, with a sense of community and belonging


A successful onboarding experience can lead to:
[image: ] Longer Tenure
Employees tend to stay longer at a company when they've had a positive onboarding experience.
[image: ] Faster ramp time
The better the onboarding process, the faster new employees get up to speed and deliver valuable work.
[image: ] Increased advocacy 
A better onboarding process increases the likelihood that new hires will recommend the organization as a place to work, potentially referring top talent.
First year objectives
This guide aims to help you achieve the following objectives at each key phase of the employee's first year:
Preboarding Objectives
Build excitement and foster connection and communication between offer acceptance and the new hire's first day.
Ensure the new employee is prepared for their first day and knows what to expect during their first few weeks.
Ensure the new hire feels welcomed by their supervisor and team.
30-Day and 90-Day Objectives
Ensure the new hire understands compliance (policies/procedures)
Ensure clarification (understanding their role/responsibilities, demonstrating growth, meeting expectations)
Ensure the new hire feels immersed in UI culture (demonstrating core values and behaviors)
Ensure the new hire feels connected (building relationships with coworkers and feeling a sense of belonging)
Connect staff to well-being resources (Personal Health Assessment, EAP, and liveWELL)
Explore Organizational Effectiveness professional growth opportunities with tools like LinkedIn Learning
Ensure the new hire feels seen, recognized, and heard


6-Month and 1-Year Objectives
Ensure clarification (new hire is demonstrating growth, feels confident, and is working autonomously in their role)
Ensure the new hire feels immersed in UI culture (collaborating with team and organizational departments)
Ensure the new hire understands how their role supports University of Iowa success and growth
Ensure the new hire feels connected (building relationships with coworkers and feeling a sense of belonging)
Ensure the new hire feels seen, recognized, and heard
New employee email communications
New employees will receive the following emails about resources and activities to help support departments with their onboarding efforts during their first year:

	Time Frame
	Action

	eOffer Acceptance
	Hawk ID established

	1st Day
	Email containing information about benefits enrollment

	1st Week
	Email containing Welcome Message + New Hire Survey is administered

	30 Days
	Email containing 30-Day Message with 30-Day Survey is administered/included

	90 Days
	Email containing 90-Day Message with 90-Day Survey is administered/included

	6 Months
	Email containing 6 Month Message with 6 Month Survey is administered/included

	1 Year
	Email containing 1 Year Message with 1 Year Survey is administered/included
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From the moment the employee signs the offer letter until they walk in the door on Day One, do everything you can to set them up for success!
PLAN
Create an onboarding schedule:
Schedule time for I-9 paperwork on their first day
Allow time for the employee to review self-guided materials and training
Organize an introduction lunch with staff to foster meaningful connections
Schedule and send invites for team and/or 1:1 meetings with key personnel
COMMUNICATE
Send a welcome email to the new employee (see templates on next page):
Express excitement for them joining the team
Provide the first day's schedule
Ensure the employee knows when and where to report on their first day (include parking and wayfinding information)
Discuss workplace attire
Point of contact for questions
PREPARE
Order/obtain computer and workspace needs:
Identify business systems and request access
Identify shared folders, drives, group emails, calendars, listservs, etc.
Obtain keys to the office (if applicable) or other permissions needed to access the workspace
Make arrangements for campus mail and phone (if needed)
Order business cards (if needed)
Clean and organize their workspace
Add a welcome sign and gift (i.e., Iowa swag)


EMAIL TEMPLATE: TO NEW HIRE
Hi <Name>!
Welcome to <Team Name>! We are excited to have you join our team and are preparing for your start. Here's what you need to know for your first day.
Arrival
We will plan on you starting at <time> on <day>. I will meet you at <enter wayfinding instructions here>.
Parking
I will help you get your parking permit on your first day, if you want one. I can also explain other options for getting to work, such as bus routes. Until you get your permit, you can <temporary parking information>. You can find a campus map at https://maps.uiowa.edu/
Plans for Day One
Welcome and introduction to colleagues
Workspace set-up and bearings
Complete I-9 with HR (if not completed in advance)
Building and campus tour
Lunch with me
Review onboarding schedule for week 1 and first 30 days
Review Employee Self-Service and other system access
Enroll in required courses and compliances
Review onboarding resources
Discuss professional development, performance, and job expectations
Discuss goals, current projects/work already underway, upcoming projects, and assignments
Q&A with me
What to Bring
Information for direct deposit enrollment.
You are required by federal law to complete an I-9 form to verify your eligibility for employment. The university expects this form to be completed on the day you begin work. Please be prepared to present the necessary documents to complete this form and confirm your eligibility. State agency employers in Iowa are required to use E-Verify to confirm employment eligibility. University of Iowa employees, including those who work remotely or out-of-state, are subject to E-Verify.
Please access the New I-9 User website to begin the process. You will be required to upload documentation from the List of Acceptable Documents when completing Section 1. Please bring original and unexpired documents from this list of acceptable documents.
In the meantime, check out https://hr.uiowa.edu/onboarding for more info.
Feel free to reach out if you have any questions. We look forward to your arrival!
EMAIL TEMPLATE: TO TEAM
Colleagues,
I'm excited to announce that <name> has joined the <team name> team as an <new hire title>. <name> brings valuable experience from their previous role at <previous role>.
In their new role, <first name> will <new role explanation>.
Please join me in extending a warm welcome to <name> (link email). We are excited to have them on our team and look forward to their contributions.
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A successful first day ensures new employees are prepared and informed about their roles, the department's functions, and the University of Iowa's policies and procedures. Taking the time to plan a welcoming and engaging first day helps employees feel welcomed, supported, and equipped to succeed in their new positions.

SUPERVISOR TIPS
Warm Welcome: Provide a friendly introduction to the team and workplace. Consider scheduling one-to-one meetings with each team member and/or common collaborators.
Clear Expectations: Clearly outline job responsibilities, performance expectations, and departmental guidelines. Clear Expectations Resource.
Resource Familiarization: Guide employees through essential resources like the University Policy Manual, strategic plans, and organizational charts.
Personal Information Updates: Ensure employees complete necessary updates in the Employee Self-Service portal and finish their I-9.
Support and Feedback: Establish a supportive environment and offer regular feedback to help them navigate their new role.

SUPERVISOR CHECKLIST
☐ Introduce to space
· Welcome and introduction to colleagues
· Give keys/codes/access to workspace
· Show new employee their workspace and where to store personal belongings
· Tour of building/campus (if applicable)
· Assist in obtaining Iowa One card
· Safety policies/procedures
☐ Complete I-9 paperwork
☐ Meet and discuss
· Review onboarding schedule for week 1 and first 30 days
· Hours of work, including policies on after hours/weekend access, meals/breaks, etc.
· Primary points of contact
· Self-Service basics: Hawk ID, Duo, etc. Discuss and confirm enrollment in required courses/compliances
· Safety policies/procedures (i.e., Hawk Alert)
· Time for questions now and at the end of day (encourage new employee to write them down throughout)
CONVERSATIONS TO BUILD A TRUSTING WORK RELATIONSHIP
· How do you learn best? Are you someone who prefers hands-on practice, written materials, shadowing others, or something else? I want to use that to shape how we approach your orientation.
· What tends to motivate you at work — things like recognition, taking on new challenges, training opportunities, or collaborating with new people? Knowing this helps me support you in the right ways.
· When you do something well, how do you prefer to be recognized? Are you someone who appreciates a quick verbal acknowledgment, a written note, or would you rather it stays between us versus being shared with the team?
· If I need to give you feedback on something, what approach works best for you — direct and to the point, more conversational, written ahead of time? I want it to land in a way that's useful to you.
· As you get settled in, I'd love to share a bit about how our team operates. A few things I want to cover: we tend to lean on email/phone/meetings — do you have any initial preferences there? I'll also walk you through who owns which decisions and when I'd expect you to act independently versus loop me in.
· Once you've found your footing, I absolutely welcome process improvement ideas. Let's talk about the best way for you to raise those — whether that's in our one-on-ones, by email, or another channel you prefer.
· A quick practical question: what's your approach to phones and laptops during meetings? I want to share our team norms around that, and our general expectations around personal calls and internet use during the workday.
· Is there anything about your personal interests, commitments, or circumstances that you'd feel comfortable sharing if it might affect your work or how I can best support you? No pressure at all — but I also want to make sure you know about resources like our Employee Assistance Program and the Health and Well-Being Resource Guide if any of them would be helpful.
· I'd also like to share a bit about my own background, how I tend to work, and what I hope our dynamic looks like. And I want to ask — what's the best way for you to give me feedback if something isn't working?
· Finally, I know people come from different backgrounds and generations, and that shapes how we all communicate and work. I don't want to make assumptions — so as we go, please feel free to tell me if my approach isn't clicking for you and we can figure out what works better.
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Planning an employee's first week is crucial because it helps ensure they settle into their role and team, understand their responsibilities, and become familiar with the University of Iowa tools and processes. This early engagement fosters a sense of purpose and support, significantly impacting their long-term success and satisfaction at Iowa.

SUPERVISOR TIPS
Regular Communication: Maintain open communication to address questions or concerns. Schedule several check-ins throughout the week and communicate daily.
Clear Expectations: Clearly outline job responsibilities and performance expectations.
Resource Familiarization: Guide employees through essential resources like the Universal Competencies, departmental process documentation, common forms of communication, LinkedIn Learning, etc.
Personal Information Updates: Ensure employees complete necessary updates in Employee Self-Service and other UI systems.
Support and Feedback: Provide support, positive feedback, and encouragement, while establishing continued connections to their new team.

SUPERVISOR CHECKLIST
☐ Hold a social gathering with other department staff to welcome the new employee
☐ Continue giving building tours to meet individuals with hybrid schedules
☐ Provide off-site location tour
☐ Review essential resources (see list on next page)
☐ Review job specific information
· Department culture, mission, and values, and how they fit into the UI strategy/big picture
· Org chart, including staff directory
· Department's areas of focus, goals, and major projects in progress
· Department norms such as dress code, breaks, coverage, shared spaces, etc.
· Job description, role, and responsibilities
· Work/training plan for first 30 days


Essential Resources to Share and Review Together
· Complete retirement and insurance enrollment
· Review technology essentials
· Outlook/Skype/Office 365
· Network Drives/eduroam/VPN
· Review Employee Self-Service
· W-4
· Direct deposit
· Time/absence recording
· Performance management
· HR policy review
· Payroll
· Paid absences (vacation, sick, etc.)
· FMLA/leave of absence
· Holidays/vacations
· Attendance policy
· Probationary period (Merit or P&S)
CONVERSATIONS TO BUILD A TRUSTING WORK RELATIONSHIP
· How's it going? How do you feel so far in your new job?
· What are you enjoying most about your role?
· Is the job/team/department what you expected?
· What has surprised you?
· Has onboarding been helpful? What would you add or change?
· What tools and resources do you need as we go forward?
· Do you feel like you have gotten to know your coworkers well?
· Do you feel out of the loop about anything?
· What should we provide to new employees that we have missed?
· What is working? What is not working?
· What about your role, the team, or department is still unclear?
· How can I be a better supervisor to you?
· As your supervisor, what can I do to make your transition easier?
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As an employee completes their first 30 days, it is vital for them to gain a better understanding of their role and how it aligns with the strategic goals of their unit and the University of Iowa as a whole. The onboarding process within the first 30 days helps to ensure that employees understand performance expectations, receive positive feedback from their supervisor, and feel supported in their roles by their supervisor, team, local HR, and the University of Iowa.

SUPERVISOR TIPS
Performance Management: Clearly communicate performance expectations and provide regular feedback. Introduce the performance management system and process.
Policies and Compliance: Ensure employees are familiar with key policies and complete required trainings and compliances for their position.
Strategic Alignment: Discuss how their work supports the broader goals of the unit and the university.
Connect to Resources: Introduce and encourage participation in programs like liveWELL, Employee Assistance Program, Staff Council, and other shared governance units.
Goal Setting: Help employees set S.M.A.R.T. goals (Specific, Measurable, Achievable, Relevant, Time-bound) to guide their work throughout their first year. Goal Setting Resources

SUPERVISOR CHECKLIST
☐ Review relevant UI policies and procedures (see next page)
☐ Ensure completions of required training and compliances
☐ Hold a check-in meeting to:
· Recognize and celebrate the new employee's achievements
· Create a work/training plan for the next 3 to 6 months based on roles and responsibilities
· Ensure alignment with expectations
· Identify relationships they should focus on building during this time (ensure support in doing so)
· Identify accessibility concerns
· Connect to HR rep
☐ Connect to UI resources (see next page)
☐ Review professional development opportunities (see next page)


UI Policies and Procedures
· Acceptable use of IT resources
· Anti-retaliation
· Conflict of interest
· Disability protection
· Drug free environment
· Ethics and responsibility
· Safety, health and environment
· Human rights
· Inclement weather
· Non-discrimination 
· Prohibition on giving and receiving gifts
· Sexual harassment and sexual misconduct
· Violence
UI Resources
· Organizational Effectiveness
· UI Ergonomics Program
· Employee & Labor Relations (ELR)
· Faculty & Staff Disability Services (FSDS)
· Health and Well-being Resources
· LiveWELL (take your PERSONAL HEALTH ASSESSMENT to get the rec services discount)
· Family Services 
· Employee Assistance Program (Learn about the Emergency Hardship Fund)
· Learn about suicide prevention by taking QPR
· Office of Civil Rights Compliance (OCRC)
· Office of the Ombudsperson
· Public Safety
Professional Development Opportunities
My Training
LinkedIn Learning
Professional Development & Training
Supervising Today’s Students
Leadership Programs 
Fee and Tuition Assistance
Set Goals
Goals are brief, clear statements of what needs to be accomplished, and they help employees and organizations move forward in a specific direction. Goal setting during an onboarding period not only helps organizations set expectations, gain alignment, and increase efficiency, goal setting also helps new employees gain confidence in their new role, build key relationships, and strengthen their motivation to accomplish foundational skills and tasks. 

Identify specific goals for the new employee to ensure alignment between university, department, and team goals. Goals during an employee’s first 30-days can be task-focused (completing an assignment) or learning-focused (gaining a new skill). Utilize this simple goal template to connect your employees to common collaborators and introduce the concept of SMART Goal Setting. Continue to check in on, celebrate, and set new goals throughout the employee’s first year and beyond. 


	Goal 1: 

	Goal 2: 

	Timeline/Deadline: 


Point Person/People: 


Details: 

	Timeline/Deadline:


Point Person/People:


Details:











SECTION 6 — FIRST 90 DAYS
During an employee's first 90 days, it is essential for them to fully integrate into their role, department, organization, and the University of Iowa's culture. The onboarding process during this period helps ensure employees feel comfortable with their responsibilities, build relationships with their team, and are aware of their progress and areas for improvement.

SUPERVISOR TIPS
Relationship Building: Encourage employees to build strong relationships with colleagues and mentors.
Performance Review: Employees who have had continuous regular employment for 3 months will receive a performance review during the cycle. Share the Employee Performance Review Guide to acquaint them with the process. 
Professional Development: Discuss opportunities for professional growth and development.
Resource Utilization: Verify that employees are using available resources and support systems.
Feedback Loop: Establish an ongoing feedback loop to address concerns, support development, and track progress toward goals.

SUPERVISOR CHECKLIST
☐ Hold a check-in meeting to:
· Recognize and celebrate the new employee's achievements
· Review and confirm work/training plan, making sure it aligns with their role and responsibilities
· Provide constructive feedback on their work performance. Supervisor Guide to Performance Reviews.
· Encourage relationship building (ensure support in doing so)
· Review the onboarding checklist to track key tasks and completion
· Confirm connection to support resources (Benefits, liveWell, EAP, Family Services, etc.)
· Discuss career and professional development
☐ Schedule and hold regular check-ins to ensure ongoing support
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During a new employee's first 6 months, it is crucial to help them reflect on their progress, celebrate their achievements, and identify areas for further development and career growth. The onboarding process completed during this period ensures that employees are well-integrated into their roles and the University of Iowa's culture, leading to long-term engagement and productivity.

SUPERVISOR TIPS
Celebrate Milestones: Acknowledge and celebrate the employee's accomplishments and growth.
Continuous Feedback: Provide ongoing feedback and coaching to support their development.
Professional Development: Encourage participation in professional development opportunities and wellness programs.
Recognition: Recognize and reward outstanding performance to motivate and inspire. 

SUPERVISOR CHECKLIST
☐ Hold a check-in meeting to:
· Recognize and celebrate the new employee's achievements
· Review and confirm work/training plan as it relates to roles and responsibilities
· Is the job still meeting expectations?
· Are they gaining the necessary confidence to succeed in their role?
· Do they feel connected to the appropriate people and resources?
· Are they embracing the organization's values, mission, and vision?
· Do they understand how their work contributes to the UI mission?
· Discuss their performance and establish specific goals for the remainder of their first year
· Identify longer-term career and professional development goals and align them
· Discuss feedback and recognition. Do they feel recognized? How do they like to be recognized?
· Determine the frequency of future check-ins
☐ Revisit Goals: Review and adjust goals to align with evolving responsibilities, expectations, and the employee’s long-term career goals.
· SMART Goal Worksheet
· Career Goal Setting Workbook 
· Supervisor Guide to Career Support
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An employee's first year sets the tone for their career. When they complete one year of employment, it is crucial for supervisors to take the time to discuss their accomplishments, give feedback, and plan for future growth. The onboarding process from 6 months to one year ensures employees align with the university's goals, feel recognized for their contributions, and are motivated to continue their professional development and career at the University of Iowa.

SUPERVISOR TIPS
Recognition and Feedback: Regularly acknowledge the employee's accomplishments and provide constructive feedback.
Goal Setting and Review: Help the employee set and review goals to ensure they are on track and aligned with the university's objectives.
Professional Development: Encourage the employee to pursue professional development opportunities and provide support for their career growth.
Engagement and Participation: Promote active participation in decision-making processes and regular meetings to increase their autonomy and ensure their voice is heard.
Support and Resources: Ensure they are aware of and utilize available resources for career development and personal well-being to contribute to work-life balance and longevity.

SUPERVISOR CHECKLIST
☐ Hold a check-in meeting to:
· Recognize and celebrate the new employee's achievements
· Review the success of the onboarding process
· Is the job still aligning with expectations?
· Do they feel confident in their role and work autonomously?
· Are they embracing the organization's values, mission, and vision?
· Do they understand how their work contributes to the UI mission?
· Do they feel they are making a difference?
· Do they feel the supervisor is committed to their success?
· Discuss goals and performance
· Are they performing at a high level and meeting their goals?
· Do they feel supported in achieving longer-term career and professional development goals?
· Do they feel connected to the appropriate resources to help advance their career?
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