[image: ]MAIN CAMPUS - NEW EMPLOYEE ONBOARDING SCHEDULE 
How to use this schedule (template): 
Fill in any items shown in [brackets]. Update Status as you schedule/complete item. Add or delete rows as needed for your department. 
Status key (optional): NS = Not Scheduled, S = Scheduled, C = Complete.
	Employee Name: [Enter employee full name]

	Rocket ID: [Enter Rocket ID]


	Bargaining Unit: [Enter unit or N/A]
	Department: [Enter department]


	Position Title: [Enter position title]

	Start Date: [Enter start date]


	Supervisor: [Enter supervisor name]

	Supervisor Title: [Enter supervisor title] 



Week 1 Schedule –
Day 1: Monday, [Enter date]
After New Hire Orientation, the employee should report to their department to begin department-specific onboarding. Please schedule an appropriate lunch break.
Suggested schedule ideas are provided below 
	Time
	Topic
	Location
	Facilitator
	Notes:
	Status:

	8:30am-12:20pm
	New Hire Orientation
· Welcome to UT
· Benefits 
· Title IX
· Compliance 
· Safety & Health 
· Customer Service 
	CA1050
	Human Resources - Training and Organizational Development Department
	Non-Bargaining Unit Employees released following Customer Service at 12:20pm
	S


	12:20pm-12:50pm
	CWA Represented Employees Meet with Union Representative 
	CA1010
	CWA Representative
	
	S


	[Enter time]
	Lunch Break 
	[Enter location]

	
	
	

	[Enter time]
	Department/Building Tour
· Workspace 
· Meet and Greet 
· Clock In/Out Stations

	[Enter location]

	[Insert Trainer Name & Title]
	
	

	[Enter time]

	1:1 with Supervisor
· Review Job Description & Expectations
· Review Policies 
· Absenteeism, Dress Code, etc.
· Review Pay Periods, Holiday Schedule, Union Contract, Org Chart
· Introduce Training Pathway
	
	[Insert Supervisor Name & Title]
	
	

	[Enter time]

	Desk/Work Station Time
· Set-up Desk
· Set-up computer, phone, email
· Access Systems

	
	
	Schedule IT to come assist
	

	[Enter time]
	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]
	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]




Day 2: Tuesday, [Enter date]
	Time
	Topic
	Location
	Facilitator
	Notes:
	Status:

	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]



Day 3: Wednesday, [Enter date]
	Time
	Topic
	Location
	Facilitator
	Notes:
	Status:

	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]




Day 4: Thursday, [Enter date]
	Time
	Topic
	Location
	Facilitator
	Notes:
	Status:

	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]



Day 5: Friday, [Enter date]
	Time
	Topic
	Location
	Facilitator
	Notes:
	Status:

	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]


	[Enter time]
	[Enter topic]
	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]
	[NS / S / C]

	[Enter time]

	[Enter topic]

	[Enter location]

	[Enter facilitator]

	[Notes / prep / link]

	[NS / S / C]
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