
Supervisor Onboarding Checklist 

BEFORE EMPLOYEE STARTS: 
ٱ Send signed Offer Letter to Onboarding-HR@uvm.edu

ٱ Edit and send Welcome Letter to employee

ٱ Request Tech Equipment (if applicable)

ٱ Telework Agreement (if applicable)

ٱ Set up Adobe Reader for employee (if applicable)

ٱ Invite employee to shared calendars and set up viewing rights

ٱ Review how to approve timecards

ٱ Assign department specific trainings

ٱ Collect signed Confidentiality Agreement from employee (if aഀ tŰကƔ䀀　T
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