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	Onboarding Checklist for Student Employees



Student Employment has compiled this checklist to help managers ensure their newly hired student employees are prepared to make a successful start. Working at Columbus State while attending as a student can be a rewarding experience; gaining work experience while connecting to Columbus State on a different level. To make this transition successful, students must: 
1) Effectively learn their new job role 
2) Access relevant resources, training, and support
3) Learn department culture 
4) Acquire a sense of self-efficacy in doing their job
5) Develop professional relationships with team-members and college colleagues 
6) Observe professionalism being modeled and encouraged

Completing this checklist will help employees achieve these goals. It is useful to think about employee onboarding in terms of what must be done 
· before arrival, 
· in the first days, and
· on an on-going basis. 
Details may change based on department need and job responsibilities but the experience and outcomes should be consistent for all student employees: each is welcomed, oriented to the department, supported in building professional relationships, and given the opportunity to perform effectively - all while maintaining committed to their academic goals.


For Student Employment forms and materials, visit
https://www.cscc.edu/services/careers/faculty-work-study.shtml




	Before First Day
The following list can be executed by a manager or designee on behalf of a new employee

	#
	Task
	Detail

	1
	Communicate to employee where to go on their first day.
	

	2
	Create plan for employee’s first week.
	

	3
	Arrange for set up of office or work area.
(Additional computer or equipment is not guaranteed with a student hire, but may be requested.)
	· Phone (call x5050)
· Computer and software 
(call x5050)
· Office set-up, furniture 
· Office supplies
· ___________________________

	4
	Create “welcome packet.” (Recommended)
	· Job manual (if available)
· Schedule for first week
· Department/unit organization chart with contact information
· Mission/vision for department/unit 
· ___________________________

	5
	Identify required and recommended training. (Student Employment covers general eligibility requirements, work hour limits, and how to submit time entry.)
	· Office equipment
· Departmental processes
· ODPA Required Trainings
· Job tasks
· ___________________________

	6
	Notify current staff of new student employee.
	· Send start date
· Discuss how to welcome and orient

	
	
	

	First Day(s)/First Week

	7
	Orient employee to office and work area.
	· Copier and codes
· Mail
· Restrooms
· Break/lunch areas and vending
· Safety procedures
· Office supplies and equipment
· Building tour, if needed
· ___________________________

	8
	Introduce employee to co-workers.
	· Employees should discuss their role and current projects.

	9
	Review prepared “welcome packet.”
	See item #4

	10
	Review Department Policies.
	· Procedure for calling in late or sick/call offs
· Dress code
· Office procedures
· Department forms/files and filing systems
· Schedule/work hours
· Emergency procedures 
· Phone and computer use
· Timecard procedures 
· Department traditions/culture
· Online resources for additional information
· ___________________________

	11
	Discuss performance expectations.
	· Discuss department work, relate to college mission/vision/values
· Discuss key responsibilities
· Discuss core competencies 
· Discuss individual and team goals

	12
	· Create first assignment.
	Achievable task to facilitate learning, meeting people and gaining confidence in new role.

	
	
	

	On Going

	· Regularly check-in with employee to ensure they have needed information and resources.
· Continue to integrate new employee into the work team. This can be done through team building activities, partnering with or shadowing co-workers, team planning meeting or other activity that involves team interaction.
· Check in with them regarding their academic progress, anticipated attendance each term, and career goals.
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