New Faculty Onboarding Checklist 
Department of _____________________

A.  Complete the following information.  All fields are required.  

	Faculty Name (including degree)        

 (i.e., MD, PhD, DO, DVM, PharmD, etc.):
	

	Academic Title:
	

	Department/Division:  
	

	Employee ID:
	

	Anticipated start date:
	

	Doctor # (as applicable):
	

	Office address:
	

	Office phone:
	


B. The responsible people should initial when the following activities are complete.
	Institutional 
	Timing
	Contact/Resource
	Responsible
	Completed
	Completion Date

	Complete Medical School New Faculty Orientation 
	First Day
	http://med.umich.edu/medschool/faculty/orientation/index.htm

	New Faculty
Member
	· 
	

	Complete ID badge request form 
	First Day
	http://www.med.umich.edu/security/keyid.htm
http://www.finance.umich.edu/node/2181
	New Faculty Orientation (Faculty Development) or Department*
	· 
	

	Obtain ID badge (building access)
	First Day
	
	New Faculty

Member
	· 
	

	Request access to buildings, as applicable
	First Day
	http://www.med.umich.edu/security/pdf/Key%20Request%20Form%20v-2011.pdf
	Department
	· 
	

	Overview of Benefits
	First Day
	http://www.benefits.umich.edu

	Faculty Affairs or Department*
	· 
	

	Complete Parking Permit Paperwork
	First Day/
Orientation
	http://pts.umich.edu/forms/parking_request.pdf
	Faculty Affairs or Department*
	· 
	

	Obtain Parking Permit
	First Day
	
	New Faculty

Member 
	· 
	

	Set-up Direct Deposit for payroll 
	First Day/
Orientation
	http://www.finance.umich.edu/finops/payroll/forms/directdeposit
	New Faculty
Member
	· 
	

	UMHS Mission – Vision - Values
	First Day/
Orientation
	http://www.med.umich.edu/1busi/mission.htm
	Faculty Affairs or Department*
	· 
	

	UMHS Organizational Structure

Phone Lists

ACU structure

Maps
	First Day/
Orientation
	· http://med.umich.edu/umhs/about-umhs/leadership.html
· http://msa.med.umich.edu/administration/leadership/org_charts
· http://msa.med.umich.edu/administration/leadership/org_charts/ncrc_leadership
· http://msa.med.umich.edu/administration/leadership/org_charts/msa
· http://www.med.umich.edu/medschool/about/admindirectory.htm
· http://www.med.umich.edu/i/quality/connect/docs/umhhc_departments.pdf
· http://www.uofmhealth.org/um_docs/gmaps/
	Faculty Affairs or Department*
	· 
	

	Overview of UofMHealth.org
	First Day/
Orientation
	http://www.uofmhealth.org/
	Faculty Affairs or Department*
	· 
	

	UMHS Acronym List

Medical School Acronym List
	First Day/
Orientation
	http://www.med.umich.edu/opm/health_system_name.htm
http://msa.med.umich.edu/files/ACRONYMS.pdf

	Faculty Affairs or Department*
	· 
	

	UMHS Strategic Plan
	First Day/
Orientation
	http://www.med.umich.edu/u/strategic/
	Faculty Affairs or Department*
	· 
	

	Complete Mandatories


	First Week
	https://trainingportal.med.umich.edu
	New Faculty

Member
	· 
	

	Distribute (review) list of departments, centers and institutes
	First Week
	· http://msa.med.umich.edu/administration/leadership/org_charts/clinical
· http://msa.med.umich.edu/administration/leadership/org_charts/basicscience
· http://msa.med.umich.edu/administration/leadership/org_charts/centers

	Faculty Affairs or Department*
	· 
	

	Complete benefits enrollment (w/in 30 days of hire)
	First Month
	http://www.benefits.umich.edu
	New Faculty

Member
	· 
	

	Disclose Outside Interests (within 30 days of hire)
	First Month
	https://minform.it.umich.edu 
	New Faculty

Member
	· 
	

	Review Key Policies/Areas

· Conflict of Interest

· Effort Reporting

· Confidentiality

· Anti-Harassment (Medical School Mistreatment Policy)

· HR/Payroll Processing

· MLearning Requirements

· Vacation/Sick Time Leave

· Holidays

· Tenure and Promotions Process

· Emergency Procedures

· Faculty Leaves

Guidelines


	First Month
	· http://www.med.umich.edu/i/policies/umh/toc.html      

· http://msa.med.umich.edu/regulatory_affairs/missions/conflict
· http://www.med.umich.edu/u/compliance/area/effort/
· http://www.med.umich.edu/u/compliance/area/privacy/index.htm
· http://msa.med.umich.edu/files/Medical%20Student%20Mistreatment%20Policy%20Approved%20110311%20Posted%20040212.pdf
· http://msa.med.umich.edu/policies/hr
· http://www.finance.umich.edu/finops/payroll
· https://trainingportal.med.umich.edu
· http://www.med.umich.edu/i/anes/tcpub/policies/anes_admin/faculty/faculty_vacation_policy.htm
· http://hr.umich.edu/holidays12.html
· http://med.umich.edu/medschool/faculty/app_promo.htm
· http://www.umemergencypreparedness.umich.edu/ 
· http://med.umich.edu/medschool/faculty/leaves.htm

	Faculty Affairs or Department*
	· 
	

	Review Key Policies/Areas (continued)

· CV Guidelines

· Service Excellence

· Medical School

· Faculty Group Practice

· Standard Practice Guide

· Medical Research

· LCME

· International Travel Policy

· Travel Expense


	First Month
	· http://www.med.umich.edu/i/intmed/genmed/CVguidelines09.pdf
· http://www.med.umich.edu/i/svcexc/index.htm
· http://msa.med.umich.edu/home
· http://www.med.umich.edu/medschool/fgp/
· http://spg.umich.edu/
· http://www.michr.umich.edu/
· http://www.med.umich.edu/medschool/lcme/index.shtml
· http://spg.umich.edu/policy/601.31
· http://www.finance.umich.edu/procurement

	Faculty Affairs or Department*
	· 
	


	Departmental
	Timing
	Contact/Resource
	Responsible

(Department – please fill in responsible party, as applicable)
	Completed
	Completion Date

	Request computer or laptop with applicable accessories (docking station, monitor, printer, scanner, etc.), order one before faculty start date; should arrive at least 1 week prior to faculty start 
	Prior to Arrival
	http://www.med.umich.edu/i/mcit/mcit_services/ 


	
	· 
	

	Request phone 
	Prior to Arrival
	For telecommunications help, please call U-M IT Com at 763-2000
	
	· 
	

	Pager (Add to appropriate paging groups – Dr # in CACTUS under “ID”)
	Prior to Arrival
	https://ummcweb29.mcit.med.umich.edu/hos/PIS/index.cfm

	
	· 
	

	Office Keys
	Prior to Arrival
	www.med.umich.edu/security/KeyID.htm
	
	· 
	

	Prepare parking permit paperwork
	Prior to Arrival
	http://pts.umich.edu/forms/parking_request.pdf
	
	· 
	

	Order scrubs, if needed (2 sets)
	Prior to Arrival
	
	
	· 
	

	Assign Administrative Support

(as applicable)
	Prior to Arrival
	
	
	· 
	

	Order Business Cards, should arrive at least one week prior to employee starting
	Prior to Arrival
	http://mbiz.bf.umich.edu/printingsvcs/onlinecatalog.htm

	
	· 
	

	Send out a department introduction announcement via email
	Prior to Arrival/

First Week
	
	
	· 
	

	Identify meetings based on specific specialty and set up meetings with key individuals in department (identify individuals)
	Prior to Arrival
	
	
	· 
	

	Department conference and standing meetings for calendar (add to appropriate distribution lists and agendas)
	Prior to Arrival
	
	
	· 
	

	IT Security Onboarding (particularly for personally-owned, portable computing devices) and home equipment needs (including VPN access)
	Prior to Arrival
	
	MCIT/MSIS
	· 
	

	Website profile
	Prior to Arrival/

First Week
	
	
	· 
	

	Facilitate Contact with the Immigration Compliance Unit (if applicable)
	Prior to Arrival
	https://www.umms.med.umich.edu/immigrationintake/login.htm
Jackie Shilling 647-4811
	
	· 
	

	Have a photo taken for publication.  
	First Day/

Orientation
	
	
	· 
	

	Department Mission, Vision and Values
	First Day/
First Week
	
	
	· 
	

	Department Organizational Structure (Chart & Pictorials)
	First Day/
First Week
	
	
	· 
	

	Faculty Introductions:

· Chair 

· CDA

· Administrative Assistant

· Billing Manager, as applicable

· Nurse Manager, as applicable

· Clinic Manager(s), as applicable

· Research Manager (IRB, applying for grants, etc.)

· Mentors, as assigned
· Unit/Dept. Safety Coordinator

	First Day/

First Week

	
	
	· 
	

	Department Tour & Introduce to Faculty & Staff 


	First Day/First Week
	
	
	· 
	

	Order office supplies
	First Week
	http://wolverineaccess.umich.edu

	
	· 
	

	Enroll in MLearning (all appropriate courses) 
	First Week
	https://trainingportal.med.umich.edu

	
	· 
	

	Review departmental policies/procedures
	First Week
	
	
	· 
	

	Set up the faculty member’s personnel file on the departmental drive 
	First Week
	
	
	· 
	

	Access to relevant department shared drives
	First Week
	
	
	· 
	

	Overview of Department Website
	First Week
	
	
	· 
	

	Shortcode and Department ID information 
	First Week
	
	
	· 
	

	Create/Provide Computer System Access i.e., (Outlook, MiChart/Epic, CareWeb, Novell, Level II, etc).
	First Week
	
	
	· 
	

	Concur Profile Set-Up
	First Month
	http://www.finance.umich.edu/procurement/travelexpense/concur
	
	· 
	

	Create startup accounts and CME accounts
	First

Month
	
	
	· 
	

	Review CME funding and/or Faculty/Research Funding & Use of funding guidelines
	First Month
	http://cme.med.umich.edu/
	
	· 
	

	Enroll in applicable safety training
	First Month
	http://www.oseh.umich.edu/training/index.shtml
	
	· 
	

	Faculty web profile creation
	First Month
	
	
	· 
	

	Vacation/Sick Time/Holiday/Blue Form Policies
	
	
	
	· 
	

	Request Pcard (if applicable)
	First Month
	http://www.procurement.umich.edu/files/formsfiles/pcard_application.doc
	
	· 
	

	Update department/division databases/information (Personnel database, division website, email list/groups, phone lists, etc.)
	First Month
	
	
	· 
	

	CLINICAL FACULTY:
	
	
	
	
	

	Set up Dr First/ePrescribing
	After Credentialing
	
	
	· 
	

	Set up CareWeb/MiChart/Epic Electronic Signature
	After Credentialing
	
	
	· 
	

	Coordinate clinic schedules and clinic orientation
	Prior to Arrival
	
	
	· 
	

	Order Pager (Add to appropriate paging groups – Dr # in CACTUS under “ID”)
	Prior to Arrival
	https://ummcweb29.mcit.med.umich.edu/hos/PIS/index.cfm
	
	· 
	

	Submit New Employee Health Screening Form
	Prior to Arrival
	
	
	· 
	

	Initiate Employee Health Assessment 
	First Day
	http://www.hr.umich.edu/mhealthy/programs/occupational/

	New Faculty

Member
	· 
	

	Complete Employee Health Assessment
	First Day
	http://www.hr.umich.edu/mhealthy/programs/occupational/

	New Faculty

Member
	· 
	

	Call Schedules and Paging
	First Day
	https://ummcweb33.mcit.med.umich.edu/pager/search.cfm

	
	· 
	

	Schedule N-95 (TB) mask fitting
	First Day/Orientation
	http://hr.umich.edu/mhealthy/programs/occupational/ohs/services/tbres.html

	
	· 
	

	Dictation/Transcription Orientation
	First Week
	
	
	· 
	

	Schedule MiChart Training
	First Week
	
	
	· 
	

	Grand Rounds
	First Month
	
	
	· 
	

	Project Grants
	First Month
	
	
	· 
	

	VA Orientation Requirements
	First Month
	
	
	· 
	

	Resident Rotation Schedule
	First Month
	
	
	· 
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	RESEARCH FACULTY:
	
	
	
	
	

	Organized Research and Sponsored Programs (ORSP)

PEERRS Training
	First Month

	Program for Education and Evaluation in Responsible Research and Scholarship (PEERRS) is a web-based instruction and certification program for the members of the University community engaged in or associated with research activities.

Includes:  Foundations of Good Research Practice, Research Administration, Conflict of Interest, Animal and Human Research.  To register, visit the website below and to view the guidelines. http://my.research.umich.edu/peerrs/
	
	· 
	

	Medical School IRB (IRBMED)
	First
Month
	The Medical School Institutional Review Boards (IRBMED) serve the Medical Campus. The primary goal of the IRB is to protect the rights and welfare of human research subjects recruited to participate in research activities conducted under the auspices of the University of Michigan.  Please visit the web site below for general information: https://research.medicine.umich.edu/office-research/institutional-review-boards-irbmed
	
	· 
	

	Institutional Biosafety Committee (IBC)
	First Month
	For approval of research involving transgenic animals, rDNA, synthetic nucleic acid molecules, gene transfer, or select agents. http://orsp.umich.edu/policies/um/committees/brrc/brrc.html

	
	· 
	

	Radioactive Drug Research Committee and Subcommittee on Human Use of Radioisotopes (RDRC/SHUR)
	First Month
	For approval of research involving radiopharmaceuticals or use of other radioactive materials in or on humans.
http://www.oseh.umich.edu/radiation/rdrc-shur.shtml  
	
	· 
	

	Establish a shipping account (Note:  special training is required to ship hazardous materials; e.g., packages containing dry ice.)
	First Month
	http://www.oseh.umich.edu/research/shipping.shtml

	
	· 
	

	Animal Research
	Prior to protocol/amendment approval
	All online training modules must be complete before protocols or amendments will be approved.
	
	· 
	

	Animal Research (IACUC)

 (if working in a laboratory using animals):


	First Month
	Please visit the Animal Care & Use Program website to review requirements for animal care and use at the University.
http://animalcare.umich.edu
	
	· 
	


I agree the above information has been discussed with me and my questions have been answered. I understand this document will become a part of my unit personnel file.

	Faculty Member’s Signature:
	Date:



	Supervisor (Service Chief/Chairman/Department Designee) Signature:
	Date:



	Preceptor/Mentor Signature:


	Date


***Recommended Order by Section: Prior to Arrive, First Day(s), First Week, First Month, etc.
*Department = If faculty member did not attend Medical School Faculty Orientation, the department is responsible for completing the item.
Checklist Last Updated:  5.19.14
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