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College of Education Staff Onboarding Checklist - Employee 

Employee Name: ________________________________________ Nickname: _____________________ 

Position Number: _______________ Grade Level: ____ Pay Schedule: ____________________________ 

Start Date: __ __________________ Immediate Supervisor: ____________________________________ 

Department Number: __ _________ Department Name: _______________________________________ 

Office Number: _____________ Department Address: _________________________________________ 

LinkBlue ID: ____________ Employee ID Number: ________________ Office Phone Number: _________ 

PRE-EMPLOYMENT 
___Complete Pre-Employment screening 

___ Complete I-9 

FIRST DAY 
___Activate linkblue account 

___Review staff handbook  

___Review UK HR Policies & Procedures 

___Obtain parking pass - obtain earlier if possible 

___Obtain Employee ID – Department will provide form 

___Set up Direct Deposit 

___Begin training in myUK Learning 

FIRST WEEK(S) 
___Set up emergency contact & UK Alert in myUK 

___Complete new employee orientation in myUK Learning 

___Enroll in UK Benefits 

https://www.uky.edu/its/customer-support-student-it-enablement/customer-services/linkblue-account
https://www.uky.edu/hr/staff-handbook
https://www.uky.edu/hr/policies
https://www.uky.edu/hr/employment/direct-deposit-mandatory-for-all-uk-employees
https://www.uky.edu/hr/training/myuk-learning
https://www.uky.edu/hr/training/new-employee-orientation
https://www.uky.edu/hr/training/myuk-learning
https://www.uky.edu/hr/benefits
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___Review Health & Wellness resources 

___Review Work-Life resources 

___Familiarize yourself with UK’s campus maps 

___ Complete User Profile Settings in Concur if employee will be traveling. 

___Register for on-demand and/or in-person trainings in myUK Learning 

___Complete assigned trainings in My Learning Assignments in myUK Learning 

___ Write a bio for the college website/directory 

___ Schedule headshot/portrait 

 

 

 

https://www.uky.edu/hr/work-life-and-well-being
https://www.uky.edu/hr/work-life-and-well-being
https://maps.uky.edu/campusmap/
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/profile.pdf
https://www.uky.edu/hr/training/myuk-learning
https://www.uky.edu/hr/training/myuk-learning
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Feducation.uky.edu%2Fbio&data=05%7C02%7CCOEHRandPayroll%40uky.edu%7C4c0f1dbbdb394b27e60a08dc4909974c%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638465552742664683%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ioIzAzYw30VmrfXf629q6XxQikdqTs7Xk0F40XGVJPI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fform.asana.com%2F%3Fk%3DHKM_dMk9BK2BWB1XspvBNA%26d%3D71309345811105&data=05%7C02%7CCOEHRandPayroll%40uky.edu%7C4c0f1dbbdb394b27e60a08dc4909974c%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638465552742672506%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=oGQlxSCYz3BPda%2Ftnt9EH%2BGvYHyeAJ1SYFo8JKCXHXQ%3D&reserved=0
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