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Quick Guide: Student Employee Onboarding 
Onboarding of a student employee is critical to helping them learn their job as well as getting them comfortable in the workplace. For some of our students, this is their first experience working in an office.  By doing a good job of onboarding them, we shape the type of student employee they will be. 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.
*Student employee onboarding checklist: This tool helps supervisors make sure that all basic steps of preparing for and onboarding the new student employee are completed.
*Learning Plan Template: This template assists the supervisor in organizing and communicating how the student will learn his/her new role and responsibilities.
Division of Business Services Student Employee Online Orientation:  This online orientation to the division includes a brief video welcome from Dan Langer followed by four learning modules:
1. Division of Business Services – Who we are and what we do (overview of the departments)
2. Engagement, Inclusion, and Diversity in Business Services (including WiGROW)
3. Workplace Expectations and Policies
4. Emergency Response Information for Onsite Workers
One-on-One Training: Plan for intense training of the new student during his/her first few shifts. This training can be provided by you and/or other staff members from your unit – including students.  Frequently review the learning plan with the new student employee monitor and document progress.
Onboarding Evaluation: At the end of the calendar year, new student employees will be surveyed to provide feedback regarding their onboarding experience. This information will help us continue to make improvements in our onboarding program.
*These tools are available to student supervisors on the Division of Business Services intranet (Students/ Supervisor Resources/Onboarding). 

Supervisors are asked to keep a folder for each student employee which will include:
· Student’s resume
· Reference check notes
· Onboarding checklist
· Learning plan
· Performance reviews

WiGROW
New student employees will participate in conversations in the next regularly scheduled round (October or Feb/March). Supervisors may want to have an “introductory” WiGROW conversation before that time—asking questions about what skills the student is hoping to improve/learn, what their preferred work style is, what their professional aspirations are, etc.
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