
IBC comes back. If cleared to 
work, new employee recieves 

onboarding paperwork
*supervisor cc'd

Courtney sends 
Supervisor 

Onboarding 
Resources

Onboarding 
Checklist

Onboarding Workflow: General Overview
*Staff employees 

1 week passes

New Employees First 
Day 

Courtney sends Welcome 
Email to new 

employee *supervisor 
cc'd

Ambassador 
Program (B.E. 

only)
Seek & Find

CC Connect 
(B.E. only)

CCNEW Modules
 (Auto-asisgned on 1st day)

-Benefits (if applicable) 
-Campus Resources
-Mandatory Title IX training  

Reminder of 
benefits 

eligibility date 
(if applicable)

Sara schedules 
Ambassador 

meeting

Sara sends out Seek 
and Find invites

Sara sends CC 
Connect invitations 

within 6 months

First day 
expectations 

email template

Gina sends out Benefit 
Enrollment email during 

the last week of the month.
*Can occur before or after 

scheduling ambassador 
meeting depending on new 

employees start date

Courtney orders & 
sends Background 

Check Request 
email

*supervisor cc'd

Onboarding 
workflow
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Courtney sends out 
onboarding survey 
to new employee at 

30 day mark

 1 week passes 

Key:

Courtney

Document/Resource

Gina

New Employee

Sara

Onboarding 
Schedule 
Template

*B.E. : Benefit Eligeble
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