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 FM Employee Onboarding Checklist


Directions: This checklist is designed to assist with the Facilities Management (FM) departmental orientation process. This orientation is specific to FM and is supplemental to the NU New Employee Onboarding Checklist. It is not expected to be an exhaustive list, but will give you a summary of items that will assist your transition here at FM. Once an employee starts, he/she can work together with their hiring manager and onboarding peer to complete and or review this checklist. The hiring manager and/or department director may add additional activities that are relevant to the new employee’s area. Good luck and welcome to Facilities Management!
Staff Members Name
___________________________________________________

FM Department / Title
______________________
Hire Date
____________

	Pre-Arrival                                                                                                                      Initiates 


· Review NU New Employee Onboarding Checklist



Hiring Manager
· Confirm acceptance of offer letter and the return of Personal Data Form
Hiring Manager

· Determine new employee office location




Hiring Manager
· Submit computer request for new employee




Hiring Manager
· Schedule office set-up






Hiring Manager

· Submit phone request





Hiring Manager
· Order nameplate or doorplate




Hiring Manager

· Request recycling bin and waste bin




Hiring Manager

· Task light & room requests





Hiring Manager

· Submit cell phone request






Hiring Manager

· Review any special needs requirements for new employee


Hiring Manager
· Plan a small work task for new employee to perform on first day

Hiring Manager
· Identify peer and ensure they are aware of their responsibilities 

Hiring Manager
	Arrival


Organization Chart & Campus Map





· Review NU New Employee Onboarding Checklist



Employee
· Review Mission, Vision and Organizational Values



PEER
· Discuss how the FM employee’s services are provided (and compensated) to the University

· Review with the new employee how their actions will be perceived and how they will contribute to the overall success of the University and each NU department FM serves
· Provide summary overview of the FM Departments  (Link to Chart)

Employee
· Go over Campus Map for both Evanston and Chicago


Employee
· Review the FM Web Site 






Employee
Administration








· Introduction to co-workers






PEER
· Introduction to other support staff





Hiring Manager

· Discuss pantry etiquette for coffee, water, and employee lounge

Hiring Manager

· Provide summary of acronyms, abbreviations, and slang names for
 people/places/items around campus (Link to Reference)


Hiring Manager

· Calendar of Re-Occurring Events (Link to Calendar)



Hiring Manager

Review of annual events impacting Evanston and Chicago Campus, 
Calendar of Standing Meeting, Res Life Calendar, Plan it Purple

· Provide contact information for Facilities Management 


Hiring Manager

· Emergency Contact List
· FM Contact List

· Northwestern Contact List

· Go over copiers, plotting, printing, and scanning  (Link to Map)

Hiring Manager

· Provide customer service explanation




PEER
· Discuss employee expense reimbursement guidelines


Hiring Manager
· Complete and submit a Key Authorization Form



Hiring Manager

· Go over where to locate office supplies 




PEER
Human Resources

· FM HR provides point of contact for HR support for all FM employees. This includes staffing, payroll, benefits and COI support. Their role is to act as a liaison between the FM and NU-HR to ensure compliance and regular communication. For shop personal the FM HR provide union relation support for the unions across Facility Management, 

· Hours of Operation: The most common work hours on campus are 8:30 to 5:00 p.m. Monday through Friday. However, FM departments and units determine the hours of work for its staff members as necessary to fulfill its operations. Refer to the staff handbook 8 work hours and payroll for further explanation.
	Within 1st Week


Finance and Business 
· Review organization of Business Process from the University and FM
Employee

· Understand University Purchasing Requirements (FM Staff Resources)
PEER



· Review University and FM Billing Payment Procedures 


Employee
Administration
· Review NU University Policies (Link to Policy)



Employee

· Understand Sustainability Policies (Link to FM Employee Staff Resources)
Employee

· Specific FM departments have On-Boarding Resources for FM Employee
Employee

Please see the attached link to FM Employee Staff Resources
	Within 6 Months


· Go over using the FM vacation calendars (Link to Memo from FMIT)

Employee

· Conduct employee/employer review prior to permanent status, if needed
Hiring Manager
· Update FM Department Organization Chart




Hiring Manager

· Performance Excellence Annual Plan




Hiring Manager
· This checklist should be signed by both the staff member and the supervising staff.  A copy should be provided to the staff member and the supervising staff.  It should be included as part of the first year development objective for the staff member. 

Staff Members Name _____________________________________________________________________

FM Department / Title ____________________________________________      Hire Date
______________
Staff Signature
    ______________________________________________   Date
______________
Hiring Manager Signature ___________________________________________   Date
______________

Please contact FM-HR with any questions. 
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