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Welcome! You should have already received your employee identification number (EID) and set up your UW NetID, but if not, inform your supervisor. This checklist is for campus staff; UWMC and Harborview employees have additional requirements. 
Check off tasks and save as you go. Screen readers: use browse/virtual mode (e.g., NVDA: Insert+Space; JAWS: Insert+Z).
ACT
☐ Complete Workday Onboarding tasks in your Workday inbox
☐ Meet with your I-9 coordinator to complete your Form I-9 by your 3rd day of employment; review your I-9 requirements
☐ Get your Husky card (bring your EID and state or federal photo ID); for more information, visit Husky Card Services
☐ Sign up for UWALERT
☐ Register for required and recommended trainings 
☐ Create your voicemail account
☐ Pick health and retirement elections within 31 days of start date; learn more at Employee Workday Help 
ATTEND
☐  Welcome Day session 
☐ Cultivating Community at UW: Anti-Racism and DEI&B Training 
☐ Husky Prevention & Response (Title IX); new employees can access this course starting on their second day of employment
☐ Violence Prevention and Response training class 
☐ Asbestos General Awareness Online training 
☐ Reporting Suspected Child Abuse or Neglect training
☐ Understanding Civil Rights
☐ Hazing Prevention
☐ Additional Training for Hiring Managers
REVIEW
☐ Your personal information in Workday 
☐ Your job duties, performance expectations, and performance appraisals
☐ Your work schedule, time reporting, and time-off information in Workday 
☐ Your employment program by reviewing your labor contract, classified non-union work rules or the Pro Staff Program
☐ Your unit’s time-off and attendance procedures
☐ Your unit’s organizational chart
☐ Your unit’s health and safety procedures, evacuation information, building use and access/security
☐ UW’s technology use, access, and policies 
☐ Inclement weather procedures/policies 
☐ Disability accommodations
☐ Civil Rights & Title IX Information
☐ UW Guide to Ethics Policies 
ASK
☐ Need help? Contact your unit. For help with Workday, email hrhelp@uw.edu. For benefits, reach out to benefits@uw.edu.
This checklist can be found at: hr.uw.edu/forms (see New Employee Checklist). The Onboarding Toolkit for UW Managers can be found on the New Employee Onboarding webpage.
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