Postdoc Mentor/Employing Unit Onboarding Checklist

v" Send a welcome email letting the postdoc know when and where to check-in on their
first day. Include a reminder to bring in |-9 acceptable documentation.

v' Make sure the new postdoc meets with your unit’s HR representative to complete 1-9
and orientation checklist.

©)

Talk to the postdoc about any new hire paperwork that must be completed
before the postdoc begins work.
Ensure that international postdocs (J-1) check-in with International Student &
Scholar Services. The office is located at 1111 University Capitol Centre.
Make certain the postdoc has what is needed to sign up for health and dental
insurance benefits and to select a retirement plan in the first 30 days if
applicable (FPO1 Postdoc Scholars only). Note: Visa status may affect retirement
options.
Share with them the University Benefits and Services page, reminding them that
benefits become effective the first day of the month following date of hire.
Direct them to information about:

= Direct deposit

= W4

= Updating campus address

= Emergency contacts

= Information release form

= Hawk Alerts

= Parking and Transportation

=  Eduroam

= Downloading Duo Security

= |owa One Cards

v" Holidays, Vacation, and Sick Time

o

o

Information on holidays can be found in Chapter 21, Section 1 of the Operations
Manual.

Postdoctoral Scholars at the University of lowa are entitled to annual paid leave
of 15 working days and annual sick leave of 18 working days but do not accrue
vacation and are not entitled to vacation pay.

Time off is not recorded in Employee Self-Service and should be tracked by
supervisor and postdoc.

v' Pay Dates

o

Postdocs will be paid a monthly salary, generally on the first of the month
(unless the first is a holiday or weekend). Monthly paydays are listed on the
payroll calendar.

v" Additional Resources

@)
@)
@)

Employee Assistance Program
Mental Health at lowa
Employee Discount Program



https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-03/I-9%20Form%20List%20of%20Acceptable%20Documents.pdf
https://grad.uiowa.edu/postdoctoral-affairs/key-contacts-postdocs
https://international.uiowa.edu/ISSS
https://international.uiowa.edu/ISSS
https://grad.uiowa.edu/postdoctoral-affairs/policies-benefits/university-benefits-and-services
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-07/Setting%20Up%20Direct%20Deposit%20on%20Employee%20Self%20Service%207-17-19.pdf
https://hawkalert.uiowa.edu/
https://transportation.uiowa.edu/
https://its.uiowa.edu/wireless
https://its.uiowa.edu/support/article/106591
https://idcard.uiowa.edu/iowa-one-card/get-iowa-one-card
https://opsmanual.uiowa.edu/human-resources/holidays-and-vacations/vacations
https://opsmanual.uiowa.edu/human-resources/holidays-and-vacations/vacations
https://hr.uiowa.edu/pay/payroll-services/payroll-calendars/payroll-calendar-2022
https://hr.uiowa.edu/employee-well-being/ui-employee-assistance-program
https://mentalhealth.uiowa.edu/
https://hr.uiowa.edu/benefits/employee-benefits/employee-discount-program
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o Recreational Facilities
Ensure they have appropriate access and entry to needed buildings and rooms
Ensure proper computing resources and access to necessary files, systems, and printers
Provide departmental staff contact list directory
Provide University of lowa campus map
Add the postdoc to departmental and other listservs
Introduce them to others in the unit and across campus as appropriate
Point them to the Postdoctoral Affairs site and the University of lowa Postdoctoral
Association (UIPDA) to meet other postdocs around campus, network, access
professional development opportunities, and more.
Encourage new postdocs to sign up for the National Postdoc Association affiliate
membership

o Be sure to tell them to select Affiliate Membership, as the University of lowa is

an Organizational Member.

Communicate with your postdoc regarding needed mandatory training. Also ask your
postdoc to check with local HR to identify any additional mandatory trainings. Training
requirements depend on grant funding sources and the type of research and work
environment. Postdocs can have one or more areas of mandatory trainings, such as anti-
harassment, lab safety, animal welfare, human subjects, HIPAA, and the responsible
conduct of research.
Work with the postdoc on a training/individual development plan in the first month of
employment. This can be used for self-management but also encourage the postdoc to
work with trusted mentors to obtain feedback on the plan to help support the postdocs
needs and help plan your time for these activities to occur. Two individual development
planning and career exploration websites include MyIDP for postdocs in the sciences
and Imagine PhD for postdocs in the humanities and social sciences.



https://recserv.uiowa.edu/
https://grad.uiowa.edu/postdoctoral-affairs
https://uipda.grad.uiowa.edu/
https://uipda.grad.uiowa.edu/
https://www.nationalpostdoc.org/page/Join
https://www.nationalpostdoc.org/page/Join
https://animal.research.uiowa.edu/
https://hso.research.uiowa.edu/institutional-review-boards-irbs
https://grad.uiowa.edu/postdocs/training-rcr/approved-courses
https://grad.uiowa.edu/postdocs/training-rcr/approved-courses
https://myidp.sciencecareers.org/
https://www.imaginephd.com/about

