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Onboarding is not solely the responsibility of the Human Resources department; a new employee’s 

supervisor is charged with several aspects of this charge, as are department/division colleagues and 

other campus partners. Onboarding is a multifaceted process that begins during recruitment of a new 

employee and continues through the first 6-12 months of employment.  

The Onboarding process can be broken down into several components, listed below.  

• HR Orientation 

• Pre-boarding 

• First Day 

• First Weeks 

• Developing connections and mentorship 

• Ongoing check-ins, reviews, and performance management 

According to a national survey, 31% of new employees have left a job within the first 6 months, with 

68% of those leaving within three months (source: BambooHR). While the onboarding process may be 

linear for some new employees and fluid for others, it is crucial that the new employee is provided a 

strong foundation for success. Further, the survey shows that new employees prefer their manager, 

department and colleagues take charge of onboarding, versus Human Resources alone. An ongoing 

onboarding process, combining elements from HR and the home department/division is critical for 

improving employee satisfaction and retention.  

 

HR Orientation 

Human Resources orientation is a vital part of the onboarding process. Once a new employee has signed 

their appointment letter, completed the background check process, and is preparing to start working, 

HR will: 

• Provide and assist employee with completing required and optional employment forms. 

• Request account creation from ITS (typically a few days prior to orientation). 

• Assist employee with registering their account and accessing the MyWitt Portal, Self Service, 

and email.  

• Briefly overview the MyWitt portal and Self Service, including: 

o Where to access relevant campus applications (Moodle, work order system, Colleague, 

Budget View, mailing lists, etc.). 

o Process to generate Wittenberg ID card. 

o How to update personal information. 

o Review of time card and/or administrative leave card entry and approval. 

o How to view earnings statements. 

• Provide information for obtaining a parking permit. 

• Provide information for accessing relevant HR training system(s) to complete university-required 

training modules. 

https://www.bamboohr.com/blog/onboarding-infographic
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• Provide a brief summary of the Staff Advisory Council duties and contact information, if 

applicable. 

• Conduct benefits enrollment, if applicable. 

HR also initiates the following processes prior to a new employee’s start date: 

• Ensure employee has access to the department’s Teams drive and other applicable department 

and/or committee drives. 

• If applicable, ensure employee is included on appropriate mailing lists (department lists, faculty 

emails, student organization lists, etc.). 

• Ensure employee’s timecard or administrative leave card is properly configured with correct 

leave accrual and approver. 

• If employee is supervising other employees, HR will ensure their direct reports are properly 

configured.  

o If employee is supervising student employees, Student Employment is responsible for 

setting up the approvals. 

• Ensure all wage, tax and benefit information is keyed into Colleague and Payroll is set up 

properly. 

  

Pre-boarding 

Pre-boarding activities are important to ensure a new employee feels welcomed and comfortable with 

their job leading up to their first day. Some suggestions supervisors should consider include: 

• Prior to their start date, send a welcome email to the department and other key partners and 

copy the new employee.  

o Provide a brief introduction to the new employee, their role, and a few resume 

highlights. Include student employees on this message if they will work with the new 

employee.  

o Invite these individuals to stop by and introduce themselves on the new employee’s 

first day.  

• Prepare a welcome folder, binder, packet, or other medium that includes the following: 

o Onboarding itinerary for at least the first week.  

o Key people with whom the new employee will work. If possible, provide a photo roster 

that includes personalized information, not just names and titles. Include student 

employees, if they work in the department. Include office locations, phone numbers, 

and email addresses.  

o Department, division, and/or other goals. Share this information with the new 

employee and explain this person’s role in realizing these goals.  

• Provide information to the new employee that highlights the local community.  

• Share information about department-specific dress codes, where to park, and where to meet 

you on their first day.  

• Prepare a welcome item - Wittenberg “swag” such as t-shirts, mugs, pens, etc.  
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• Ensure the new employee’s work station is clean and organized, and that they have adequate 

supplies.  

• Order nametag and business cards if applicable. 

• Request keys from the Police Division. 

• Request IT to configure setup of necessary hardware (computer, phone setup) and 

software/systems access such as Colleague, Informer, or Slate, as applicable. 

• Request the Business Office to setup budget view access and start the process for requesting a 

purchasing card, if applicable. 

First Day 

The employee’s first day is vital to their engagement with Wittenberg. Being prepared for their arrival 

using the Pre-Boarding guide will make for a seamless first day.  

• Arrive earlier than the scheduled meeting time with the new employee. Have a colleague ready 

to serve as a back-up in case of unexpected delays. 

• Show the new employee around their office area, including the following locations: 

o Supervisor’s office. 

o Colleagues’ offices. 

o Restrooms. 

o Break/lunch areas. 

o Elevators and stairs. 

o Emergency exits. 

• Obtain keys and parking pass from the Police Division.  

• Visit HR to complete any outstanding paperwork or other items. 

o The I-9 form must be completed within three business days of an employee’s start date; 

this includes having HR physically inspect the employee’s acceptable identification 

documents. If an employee does not complete the I-9 by this deadline, the employee 

will be terminated.   

• Schedule a campus tour for the new employee with the Admission staff, if they have not 

completed one previously. 

• Take time to walk through the aforementioned welcome binder/packet with the new employee. 

o Share department/division norms such as dress codes, email/calendar etiquette, shared 

responsibilities, daily “rituals” (example: retrieving/distributing mail, watering plants, 

etc.), regular meetings, and other expectations. 

• Introduce the new employee to colleagues and other staff in the office/building.  

o Encourage sharing pronouns and ensuring everyone knows how to pronounce the new 

employee’s name.  

• Assist the new employee with logging into their computer and setting up their phone.  

• If possible, have lunch with the new employee and other key colleagues.  

o Lunch in the CDR is a budget-friendly option for this; pre-load meals on the supervisor’s 

purchasing card at a discounted rate.  

• Provide the new employee with meaningful tasks and duties to complete during their first day.  
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• Check in with the new employee at the end of the day. Express optimism that they will settle in 

and do well in this role.  

 

First Weeks 

During the first few weeks, the new employee is becoming acclimated to the work environment. 

Frequent interactions, both formal and informal, will help ensure the employee is becoming accustomed 

to their role.   

• Meet at least once per week to review the onboarding plan and itinerary, particularly if there 

are updates.  

• Review and discuss position description, expectations, department and university policies (use 

the applicable Staff and Faculty Manuals as your guide). 

• If the new employee is supervising students, ensure they have reviewed and understand the 

student employment policies and supervision guidelines.  

• Assign a mentor or onboarding “buddy” (can be someone outside of the office/department).  

o The mentor should know the institution well. Recently-hired employees may not be as 

well-versed in the institution.  

o Be sure to review expectations for the new employee with the person selected as the 

mentor. 

o Provide an introduction between the new employee and the mentor.  

• Provide ample opportunities for the new employee to ask questions.  

• Provide time for the new employee to complete required training modules (hourly employees 

must complete their training during regular working hours).  

• Provide time for the new employee to meet with HR for benefits enrollment, as applicable.  

• Schedule time for the new employee to meet with key people within and outside the 

department, as well as external stakeholders (alumni, relevant community partners, etc.). 

• Once the new employee has their ID card, demonstrate use of the university’s copiers/printers.  

 

Developing connections and mentorship 

• Facilitate opportunities for the new employee to form connections with colleagues and other 

stakeholders.  

o This may occur formally or informally.  

• Provide opportunities for the new employee to spend time with their mentor.  

• Encourage new employee to engage with relevant job-related professional associations.  

• Encourage and provide opportunities for the new employee to engage in institutional 

committees and working groups.  
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First few months 

• Form a plan for ongoing check-ins, reviews of information, and performance feedback.  

• Outline performance expectations and when they will be reviewed. 

• Ask for feedback – how can the onboarding process be improved for future employees?  

• Revisit the orientation process – what information is clear and unclear?  

 

 

 

Onboarding Checklist for Supervisors 

While not all-encompassing, the checklist below is an abbreviated guide for the items detailed above.  

Task ✓  

Prepare a welcome guide, including onboarding itinerary, staff roster, and 
department/division/institutional goals.  

 

Prepare workstation with clean desk, chair, and necessary supplies.  

Work with ITS to set up computer hardware/software and phone.  

Request keys from Police Division.  

Request budget view access, purchasing card, if applicable.   

Request systems access from ITS as applicable.  

Give a tour of the office/building. Schedule campus tour, if applicable.   

Prepare welcome item.   

Schedule informational meetings with key colleagues and stakeholders.  

Organize lunch for the new employee’s first day.   

Recruit and prepare a mentor.   

Schedule time for check-ins.   

 

 

 

 

 

 

 


