Student Services New Employee Onboarding Checklist
Part 1 of this form should be completed by the area manager or director prior to the new employees first day.
Please submit completed form to area support person or Stephanie Freyermuth
------------------------------------------------------------- Part 1 ----------------------------------------------------------------
Employee Name
Department:
Position:
Does Employee Need Access:
	☐  Datatel
		Current or Former Employee _______________________
		Or list of necessary screens to perform job: 
	☐  SARS
	☐ Etrieve
	☐ Other _____________
Manger Checklist:
☐ Employee Office Location ______
☐ Name Tag Request Submitted
☐ Welcome Package
------------------------------------------------------------- Part 2 ----------------------------------------------------------------
Area Support Checklist:
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☐ Ticket to Maintenance to Clean Office 	Space (if needed)
☐ IT Ticket to Prepare Computer
	☐ IT Ticket to Prepare Phone
☐ IT Ticket for SARS and/or Etrieve (if needed)
	
☐ Key Request Submitted
☐ Colleague New User Form Submitted
☐ Welcome emails sent (phone list, rainbow sheet, timesheet, etc.)
☐ Campus Tour
image1.png
COLLEGE
REDWOODS





image2.png
www.redwoods.edu

Eureka
7351 Tompkins Hill Rd
Eureka, CA 95501
(707) 476-4100

Del Norte Eureka Downtown
883 W. Washington Blvd 525 D Street
Crescent City, CA 95531 Eureka, CA 95501
(707) 465-2380 (707) 476-4500

Klamath-Trinity
65 Orchard St.
Hoopa, CA 95546
(530) 625-4821




