New Faculty Onboarding
The Office of the Executive Vice President and Provost provides academic leadership to the University of Iowa. Its fundamental mission is to champion innovation and excellence in teaching, research, creative production, and service.
Employee Information
	Name:
	
	Start Date:
	

	Department Chair:
	
	Departmental Admin:
	

	IT Consultant:
	
	HR Rep:
	

	Accountant:
	
	Shared Services:
	

	Office Location:
	
	Lab Location (if applicable):
	


Upon Arrival
Document Title


The following items should be completed/shared upon arrival.

The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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· Orientation opportunities
· Iowa New Faculty Orientation (INFO)
· Center for Teaching early-access pedagogical support and resources
· University Human Resources New Employee Onboarding
· College and department orientations
· Important tasks to complete upon arrival
· I-9
· University ID Card	
· Setup Two Step Login/Duo Mobile
· Log into EMPLOYEE SELF SERVICE
· Benefit Enrollment	
· Payroll Information	
· Direct Deposit Setup
· W-4 (Tax form)	
· Release of Information for Payroll & Benefits
· Emergency Contacts
· 
My Compliance – mandatory trainings
· Harassment Prevention
· FERPA
· Free Speech	
· eCOI
· Additional tasks
· Parking Lot Requests (Parking and Transportation)		
· Log into EMPLOYEE SELF SERVICE
· Flexible Spending Accounts	
· Time Records/Paid Time Off	
· e-Personnel File
· Hawk Alert/Emergency Notifications 
· My Training	
· Trainings, if applicable
· Bloodborne Pathogens	
· Lab Safety	
· Cash Handling
· Procurement Card
· Security Awareness
· Citi Training for Research Staff of Human subjects


Policies, Procedures, and Resources
The following policies, procedures, and resources should be reviewed for success. Please note that this is not an exhaustive list.
Policies and Procedures
· University Strategic Plan
· University Policy Manual
· Faculty-Related Policies 
· Faculty 3.10
· Consensual Relationships Involving Students
· Conflicts of Commitment & Interest
· Ethics & Responsibility
· Professional Ethics & Academic Responsibility (PEAR)
· Violence
· Anti-Harassment
· Drug Free Environment
· Political Activity Guidelines
· Prohibition on Giving & Receiving Gifts
· Faculty Support & Guidance
· Faculty Senate
Human Resources (website)
· Rate of pay/monthly distribution
· Computation of Salary for Academic-Year Faculty
· Holidays 
· Confidentiality
· Faculty HR Representative Contacts
Administrative Procedures
· Purchase Requests
· Travel Policies (Requests/Insurance/Fleet Services/expense)
· UI Printing
· Iowa Brand Manual
Research Administration
· Policies Governing Research
· Office of the Vice President for Research 
· Research Development Office
Faculty Success & Development (website)
· Faculty Development
· Faculty Resources
· Campus Resources for Faculty 
· Subscribe to communications
· Office of the Vice President for Research (OVPR)
· Center for Teaching
· Office of Teaching and Learning
· National Center for Faculty Development and Diversity (NCFDD)
· Faculty Awards & Honors









Additional (Optional) Training Resources & Development Guides
· LinkedIn Learning 
· BUILD Courses (Building University of Iowa Leadership for Diversity)
· Learning and Development
· COVID-19 Updates
Information & Academic Technology
· 
· Information Technology Services (ITS)
· Acceptable Use of Information Technology Resources Policy
· Data on network drives
· ICON
· Instructional and Classroom Technology
· Internet access on/off campus (VPN)
· MAUI
· 
Office 365/Microsoft Office
· Email & Calendar
· Personal mobile devices
· Microsoft Teams
· Skype for Business
· Printing and scanning
· Research data 
· UI Wireless (eduroam)

Collegiate Level Policies and Procedures
Please insert collegiate level policies, procedures, and trainings below.
· Collegiate Strategic Plan
· Manual of Operations (MOP)
· Collegiate Faculty Webpage
· Faculty Review Policies/Procedures (including Promotion & Tenure)
· Collegiate trainings
Department/Division Level Policies and Procedures
Please insert departmental level policies below, if applicable. 
· Department level policies

Campus Contacts
· Accommodations
· Faculty and Staff Disability Services 
· Student Disability Services
· University Human Resources
· Faculty at Iowa
· Build a Career | Build a Life
· 
Associate Deans for Faculty
· Faculty HR Representative
· Questions/Feedback: faculty@uiowa.edu 
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