
Onboarding for new EBE staff
The onboarding process is a pivotal phase that shapes an employee’s perception and experience with the faculty/department/school. Investing in effective onboarding not only helps new employees feel welcomed and prepared but also promotes long-term engagement and retention. Neglecting this process can foster a workplace culture of demotivation and dissatisfaction, leading to higher turnover and lower productivity. It takes planning and consideration, but the outcomes are worth it.
EBE onboarding process before new staff member arrives
The Departmental Manager is responsible for ensuring that the welcome letter is sent out and that everything is ready for the new staff member’s arrival and that there is an induction programme drawn up.

1. Welcome letter and the HR Induction checklist for new staff member sent between the time they accept their offer and the first day on the job.
2. Ensure office or workspace is set up with the necessary computer requirements, key equipment, stationery and anything else that the staff member will require to do their job.
3. During the first week, the staff member should be booked on: 
· UCT Induction programme
· Faculty Induction programme (end of January/end of July)
· UCT Benefits Session
· NAPP/ERA for academic staff
· Any training sessions that will be required for them to do their job. (People Soft, Amuthuba, etc)
4. Inform faculty/departmental staff of the new members arrival and arrange a welcome.
5. Ensure new staff member is added to relevant university and faculty/department mailing lists.
6. Draw up a programme for their first day and an onboarding programme for the first week. This will be unique to each department and drafted by the relevant HOD/DM/Line Manager.
7. Arrange for any handover that is required. Ensure there is a handover document/file.
8. Schedule check-in meetings for the first 6 months of the appointment.
