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The Division of Business Services requires student employees who are eager to learn, hard-working and committed to excellence. Onboarding is the process of training students to perform job duties, but also to help students learn the work culture and feel comfortable and confident as valued team members in our division.
Our goal is to hire, welcome and train students to do a good job and stay with us as long as they can. Below are the key elements of our student onboarding program.
	Onboarding Tool/Activity
	Description/Explanation

	Student Onboarding Checklist for Supervisors
	Outline of basic steps for supervisors to follow in preparing for student’s arrival and executing an effective onboarding process.

	Welcome Folder
	A folder of essential information (org charts, expectations, policies, etc.) delivered to the supervisor to give to the student employee on arrival. Supervisors are encouraged to review this information with students.

	Student Employee Expectations
	An agreement listing basic standards all student employees across the division are expected to meet. New students sign this agreement during their online orientation.

	Online Orientation for Student Employees
	New student employees are required to complete this online orientation within their first two weeks. It reviews/explains much of the information in their welcome folder.

	Learning Plan
	A tool supervisors use to plan and communicate what the student employee will learn, and how and when it will be learned. 

	One-On-One Training
	Intense job training provided by a combination of supervisor, full-time employees and experienced student employees.

	Onboarding Feedback Collection/Review Process
	Approx two months after start, new student employees will complete a survey to provide feedback about their onboarding experience. Survey results are reviewed by multiple teams to improve our onboarding program.



New student employees are required to participate in the following:
	Required Activity
	Description
	Date Completed

	Business Services New Student Employee Orientation
	Online, 30-45 minute.  Must be completed within two weeks of start date with signed forms scanned to Dawn. Dawn will send link to access.
	

	WiGrow
	Must complete WiGROW question form within two weeks of start and have first conversation with supervisor during first 45 days of employment. Dawn will send link to access question form on Day 1 or 2 of employment.
	

	Health Insurance Portability and Accountability Act of 1996 (HIPAA) Training
	Online, 20-30 minutes.  Must be completed by Accounting Services staff only every year. New employees must complete it within two weeks of start. Dawn will send link to access on Day 1 or 2 of employment if it is required.
	



If you have any questions or concerns about your onboarding, please discuss them with your supervisor or the student employment coordinator (dawn.rekoske@wisc.edu). 
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