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Onboarding Guide for Managers  
 
Brief Breakdown of the Onboarding Checklist Stages 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pre onboarding Stage 

� Your chosen candidate should have signed the employment contract by now which will 
allow you to move from the recruitment stage to the pre onboarding stage  

� Complete onboarding setup in Workday. Contact HR to ensure that you get the right 
information from the new hire to set up their workday profile   

� Select Workday trainings that relate to your new hire’s role in addition to the trainings 
required for all UBC employees listed below.  

• “UBC General Required Courses (Vancouver)” 
§ Preventing and Addressing Workplace Bullying and Harassment 
§ New Worker Safety Orientation 
§ Workplace Violence Prevention Training 
§ Privacy & Information Security - Fundamentals Part 1  
§ Privacy & Information Security - Fundamentals Part 2 

 
 
 

As the manager, you get to 
steer the onboarding 
process with support 

services from IT and HR.  

Preboarding Stage (one 
week before first day): The 
onboarding process begins 
once a candidate accepts 

your offer. 

New Hire Training (Within 
the first week): Clearly 

define roles, responsibilities, 
and expectations early on. 

Remember: Onboarding 
should be a fun process for 

your new hire! 

Ongoing elements (second 
week onwards):  Effective 

onboarding takes more time 
but results in lower turnover 

and higher performance. 

Within the first three 
months: Scheduling regular 
check ins provides direction 
and helps identify potential 

issues early on. 

https://ubc.service-now.com/selfservice?id=kb_category&kb_knowledge_base=af5ffe361b8ad4105edd43b4bd4bcb09&kb_category=4feec39a1b16d4d05edd43b4bd4bcb0a
https://wpl.ubc.ca/browse/srs/programs/wpl-srs-ucglrd
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• Recommended Courses  
§ Wellbeing in the Workplace  
§ Workday Basics  
§ Workday Essentials for Salaried Staff  
§ Workday Essentials for Hourly Staff  
§ Workday Finance Foundations  

� Contact MedIT to request the appropriate hardware and to ensure that the new hire has 
access to the appropriate accounts and services two weeks prior to the start date. 
Consider if the role is in person, online or hybrid. If applicable, ensure that their 
hardware/software is set up for remote work.  

� Consider if your new hire requires additional UBC property to be issued such as:  
• A UBC Visa card  
• I.D. cards, building access, and time cards, keys and codes 
• Office equipment for remote use (e.g. computer, cell phone, etc.)  
• Materials (e.g. binders, reference materials, files, textbooks, etc.)  
• Uniforms, security identification, name tags, etc.  

� Let your team members know that the new hire is joining the team. Encourage your 
team members to reach out and introduce themselves to the new hire.    

� Invite your new hire to all team meetings, mailing lists and online channels used by your 
team for project work 

� Call or email your new hire with any important information related to their first day (ie. 
What time to arrive or start work, scheduled plans for their first day, etc.)  

� Set up a work location for your new hire (ie. Desk) 
• Ensure that you make the necessary accessibility accommodations if applicable 

(ie. Wheelchair accessible)  
� Consider the “buddy system”: Pairing your new hire with a buddy can provide more 

peer-to-peer support 
� Map out the training plan for your new hire and decide the relevant people to involve in 

the training  
� Refer the new hire to the Department of Family Practice employee onboarding guide 
� Connect with HR to ensure that your new employee is hired under the appropriate 

SUPORG. If a new SUPORG (Supervisory Organizations) or Security Role is needed, this 
request must be sent to HR.  

• If a new Workday SUPORG is needed, this request must be sent to HR. SUPORG 
set questions can go to Adrian Whitehead, HR Assistant or Annie Lai, Assistant 
Manager of Human Resources. 

 
New hire training  

� Day 1 
• Welcome and express excitement about your new hire joining the team  
• Lead a tour of the building (ie. Lunchroom, bathroom, safety, etc.)  

https://wpl.ubc.ca/browse/wellbeing/wellness/courses/wpl-wb-witw
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-basics
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4sal
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4hrl
https://wpl.ubc.ca/browse/irp-training/courses/wpl-isc-fin100
https://mednet.med.ubc.ca/ServicesAndResources/IT/Pages/default.aspx
https://finance.ubc.ca/procure-pay/private/pay/private/credit-cards
https://finance.ubc.ca/procure-pay/list-suppliers/categories-and-suppliers/cellular-devices-and-services
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• Encourage new hire to set up their workstation  
• Establish an open-door policy and integrate company values into the 

discussion when possible 
• Set up a meeting with your new hire to discuss your working style, and work 

expectations as well as any projects/initiatives that they will be working on. 
Here are some guideline questions for your first one-on-one meeting:  

§ What motivates you the most? (This helps you understand what 
environments, challenges and rewards motivate your new hire)  

§ What kinds of projects excite you the most?  
§ What is your preferred method of communication?  
§ How often do you expect to receive feedback? 
§ What do you need to feel comfortable at work? 
§ How do you feel about hybrid work? 
§ What are your pronouns? What is your preferred name?  
§ How can I help? Do you have any questions for me?  

• Here are some reflective questions after the first one-on-one meeting with your 
new hire. Asking some of our guideline questions may support your role as a 
manager to connect with your new hire and ensure communication channels are 
established earlier on.  
 

§ Did I communicate the general expectations clearly with the new hire? 
§ Was I able to take time and connect with the new hire? 
§ Was I able to establish a communication tool between the new hire and 

other employees/team members?  
§ Did I communicate the general expectations clearly with the new hire? 

 
 

� Introduce your new hire to the team through a scheduled virtual or in-person meeting. 
Ensure that they have each other’s contact information 

� Provide time to complete Workday Onboarding tasks and required trainings (direct 
deposit set-up, benefits enrolment, required training courses)   

� Ask the new hire to think about their personal goals for the role 
The goals can follow the SMART format (S-Specific, M-Measurable, A-Adaptable, R-
Realistic, T-Time-targeted) 
 

  



   
 
 

Department of Family Practice 
Faculty of Medicine 

320 – 5950 University Boulevard 
Vancouver, BC Canada V6T 1Z3  

Ongoing elements  
� Set up regular check-ins with your new hire. Aim to meet with them weekly for at least 

the first month. 
• Share general expectations  
• Discuss where the new hire should be focusing their efforts to start  
• Give constant feedback and make corrections along the way  
• Share how the new hire’s role connects to the bigger picture of the company 

and the team’s goals  
• Check in to see how the new hire is performing towards their own personal 

goals  
� Encourage your team to connect socially with the new hire  
� Review role-specific information and documentation together 
� Encourage new hire to become familiar with the following initiatives:  

• Faculty of Medicine: Equity, Diversity & Inclusion  
• Faculty of Medicine: Vision and Values  
• UBC’s Indigenous Strategic Plan 
• UBC’s Focus on People approach  

� Provide new the hire with time to review the following university policies and 
procedures: 

• UBC Statement on Respectful Environment  
• Policy GA4 – Records management  
• Policy SC1 – Health and Safety  
• Policy SC5 – Snow  
• Policy SC7 – Discrimination 
• Policy SC13 – At-Risk Behaviour 
• Policy SC14 – Information System Policy & Information Security Standards 

 
Within the first three months  

� Prepare your new hire for ongoing performance conversations to identify areas of 
growth and goals. Keep in mind that the structure of the review depends on the 
employee group  

 
 
PHO Declaration Requirement – Positions located within a healthcare facility  

� Positions located within a healthcare facility are required to have successful verification 
of full vaccination against COVID-19 prior to the start date, as required by a provincial 
health mandate. Please verify here: Qualtrics link  

� Visit the BC Government website for updates on vaccination requirements 
 

  

https://redi.med.ubc.ca/
https://stratplan.med.ubc.ca/plan-foundations/vision-and-values/
https://indigenous.ubc.ca/indigenous-engagement/indigenous-strategic-plan/
https://focusonpeople.ubc.ca/
https://hr.ubc.ca/sites/default/files/wp-content/blogs.dir/14/files/UBC-Statement-on-Respectful-Environment-2014.pdf
https://universitycounsel.ubc.ca/files/2022/05/Records-Management-Policy_GA4.pdf
https://universitycounsel.ubc.ca/files/2022/05/Health-and-Safety-Policy_SC1.pdf
https://universitycounsel.ubc.ca/files/2022/05/Snow-Policy_SC5.pdf
https://universitycounsel.ubc.ca/files/2022/05/Discrimination-Policy_SC7.pdf
https://universitycounsel.ubc.ca/files/2022/05/At-Risk-Behaviour-Policy_SC13.pdf
https://universitycounsel.ubc.ca/files/2022/05/Information-Systems-Policy_SC14.pdf
https://cio.ubc.ca/information-security/policy-standards-resources
https://mednet.med.ubc.ca/HR/Staff-HR-Resources/Performance-Reviews/Pages/default.aspx
https://ubc.ca1.qualtrics.com/jfe/form/SV_8qvhh1UQG4Q3CCO
https://news.gov.bc.ca/releases/2022HLTH0047-000195
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Remote work  
� Refer your new hire to the Hybrid Work at UBC page if necessary  
� Employees must have an informed conversation before filling out the Remote Work 

Request Form  
 
 
Questions or Feedback?  
Please reach out to Annie Lai, Assistant Human Resources Manager, at annie.lai@ubc.ca  
 

• Vicky Yao, Director of Administration   
• Maria Jurado, Manager, HR- Point of contact for tenured faculty lifestyle, 

Escalated questions and concerns 
• Annie Lai, Assistant Manager, HR- Escalated questions and concerns for 

term/clinical  
• faculty/lifecycle  
• Adrian Whitehead, HR Assistant- Point of contact for 1st level Staff/Student 

questions, Workday, Payroll Processing 
• Ara Silva, Clinical Faculty Coordinator- Clinical Faculty Appointment and 

Reappoint Process  
 
 

https://hr.ubc.ca/hybrid-work-ubc
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=d6dfd5391bf389109068c992604bcb65&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=d6dfd5391bf389109068c992604bcb65&table=kb_knowledge
mailto:annie.lai@ubc.ca

