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Enhance your new employees’ journey by preparing and implementing a departmental preboarding checklist to create a welcoming and engaging experience.
Benefits of having an Onboarding Checklist: 
· Ensure all pre-arrival preparations are completed 
· Promote early engagement and awareness of ongoing support 
· Establish a well-prepared and welcoming work environment

Preparing for the employees’ arrival (Department Responsibilities)
☐ Request necessary equipment (i.e., laptop, mouse, keyboard, headset, etc.)
· Tag numbers: _____________________________________________________________
☐ Request necessary system access requests
· Accesses are dependent on the job/position - Contact the Help Desk (915-747-4357 / helpdesk@utep.edu) to request a list of customary accesses given to departmental staff. 
☐ Request building/office access or keys:
· Facilities Information: Keys and Electronic Access
· Facilities Management: 915-747-7116 / facilities@utep.edu
· All prior assigned keys for staff who are no longer employed should be returned for proper inventory. 
☐ Confirm the employees’ UTEP email and 800# with the Help Desk: 915-747-4357 / helpdesk@utep.edu 
☐ Add employee to department email lists, calendars, and Teams/Group chats
☐ Prepare and set up workstation (equipment, supplies, phone, etc.)
☐ Assign department contact or supervisor contact
☐ Create a resource guide with key UTEP websites for the employee to bookmark for easy access
· About UTEP
· UTEP’s Mission aligned to Department Mission (link to dept. webpage) 
· The Office of Human Resources 
· The Handbook of Operating Procedures
· Include link to the department’s webpage and departmental mission/vision statement
☐ Draft and send welcome message or team introduction to new employee
· Email the new employee a detailed first-day guide, including where to report, who to check in with, and what attire is appropriate for their first day.
· Include and formally introduce the designated department contact in the communication.
· (If applicable) Share a copy of the departmental employee handbook, which may outline internal policies, procedures, and dress code guidelines. 
· Include organizational chart outlining the structure of the department/division

Employee’s first day (Department Responsibilities)
☐ Greet employee and provide department/division tour
☐ Introduce employee to the team and key department contacts
☐ Review department policies, schedule, and job expectations
☐ Assist with login and system access setup
· The employee may need to contact the Help Desk to confirm their credentials

First Week (Employee Responsibilities)
☐ Complete Onboarding Modules in PeopleSoft
☐ Begin required Compliance Training
☐ Obtain Miner Gold ID Card
· What is a Miner Gold Card?
· How to get your Miner Gold Card?
· Location: Miner Gold Card Office
Mike Loya Academic Services Building, Room 116
500 W University
El Paso, Texas 79902 
· Hours: Monday – Friday; 9:00 am – 4:00 pm
· Contact: 915-747-7334 / minergold@utep.edu
· Directions: https://g.co/kgs/UGsc5ox
☐ Purchase Parking Permit (if applicable)
· Faculty and Staff Permits
· When obtaining a parking permit, bring along:
· Your job offer letter
·  A valid Driver's License
· Parking and Transportation Contact: 915-747-5724 / parking@utep.edu
☐ Pick-Up Physical Keys (if applicable)
· When picking up keys, bring along:
· Your University ID or another valid photo ID
· Your UT Employee Number
· Location: UTEP Facilities Management
Physical Plant Building
3120 Sun Bowl Drive
El Paso, Texas 79968
Contact: 915-747-7116 / facilities@utep.edu
· Hours: Monday – Friday; 9:00 am and 2:00 pm
· Directions: https://g.co/kgs/rqrwxGG
☐ Begin identifying and scheduling any additional training that may be required or beneficial for your role.
· You can explore UTEP’s PeopleSoft Training Calendar to register for online training sessions that may be relevant to your new responsibilities.
· Additional professional training and development courses can be found on Percipio.


Second Week and Beyond (Department Responsibilities)
☐ Supervisor schedules regular one-on-one meetings
☐ Confirm employee has full access to required systems
☐ Monitor completion of training modules
☐ Review initial goals, long-term goals, job performance expectations, and any probationary requirements
☐ Encourage engagement with campus events and services
☐ Begin conversations about professional development opportunities




[image: ]		Revised 09/2025
image1.png




image2.png
ulep

OFFICE OF
HUMAN RESOURCES




