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Faculty retention is vital to the success of the University of Florida. Department Chairs contribute to this success through proactive best practices that improve the department climate for everyone, leading to increased productivity and faculty satisfaction
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Set Your New Faculty Member Up for Success!	
Faculty often feel overwhelmed with the amount of information they must absorb in the first week of their arrival. Wherever possible, manage these tasks prior to the new faculty arriving and after they have accepted their offer letter to facilitate a feeling of readiness. This process usually begins 1-2 months before arrival.
[bookmark: _Toc200974678]ASAP UPON SIGNED OFFER LETTER
1. Set the faculty member up for a UFID and then have them sign up for a GatorLink account (name@ufl.edu)
2. Have them send you a photo and create their Gator 1 Card for them (include specs).
3. Complete all documents for hire, including any additional ones for international faculty
[bookmark: _Toc200974679]ONE MONTH BEFORE ARRIVAL
1. If possible, have the faculty member acquire a parking decal or provide them with a temporary parking permit, if applicable
2. Send instructions as to where the faculty member is to 
report on arrival day
3. Add the faculty member to departmental discussion lists, routing and telephone/email/room number contact lists
4. Prepare the faculty member’s work area with a clean desk, stock the necessary supplies, remove non-essential items and organize the space
5. Get the faculty member’s system preference (MAC vs Windows), set up the computer with software and all needed components
6. Set up phone including their name
7. Have a name plate available for their office and mail room
8. If the faculty has asked about disability accommodations, connect them with the UFHR ADA or consider how to better meet their needs within the classroom, their office, or the department
Where applicable, communications to new faculty should come from both the Chair and the Office Manager. This sets the tone that both are part of the new faculty’s support team and both are equally committed to faculty success.
[bookmark: _Toc200974680]THE ROLE OF THE DEPARTMENT CHAIR IS TO:
Share the mission, vision, and goals of the department
Set clear expectations of what success looks like, how performance will be measured, and what to expect for feedback
Clearly communicate departmental policies and processes
Value faculty’s unique contributions made through teaching, research, service, extension, and critical care
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Share information openly with all faculty to ensure transparency
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Offer Accepted: Set Your New Faculty Member Up for Success
University of Florida, Gainesville, FL 32611
Foster a welcoming climate where all individuals are treated with respect 
and dignity
Make use of accommodating practices and policies
Recognize that excellence can be achieved in many ways
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Department chairs or their designees can also facilitate the acclimation process for new faculty by providing a “quick start” resource guide prior to their first day. 
If new faculty have a UF email address, they can more quickly access the following resources before arrival. This is not an exhaustive list. Please add any that are relevant to your department and/or your new faculty.

[bookmark: _Toc200974682]QUICK START  RESOURCE GUIDE FOR NEW FACULTY
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Before you Arrive
Welcome to UF
New Faculty Benefits Enrollment
Virtual Tour of Campus
College of Medicine Onboarding Handbook
Accessibility at UF
[bookmark: _Toc200974684]Getting to Know Gainesville
Alachua County Public Schools
Culture & Events
Fun4gatorkids
Guide to Greater Gainesville
Personal & Family Resources 
Visit Florida  
[bookmark: _Toc200974685]Commuting to and Parking on Campus: 
Purchase a parking decal (Decal restricted hours M-F 7:30am – 4:30pm) – you must present your UF ID or offer letter when purchasing a decal. 
Parking Map (Your decal determines which zone(s) you may park in)
Carpool and commuting options
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Faculty Senate
Faculty Union Agreements
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Academic Affairs Policies
HR Policies
Immigration & Visas
UF Benefits
Employee Assistance Program 
You Matter, We Care 
WorkLife Balance 
Faculty Ombuds
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UF/IFAS Extension Faculty Guidebook
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UF Resources for you and your family, including summer camps, child care, dual career services, and more.
Alachua County Public Schools and Private, Charter, and Preschools
UF Faculty Housing– rental and sublet listings from UF community members
Gainesville Neighborhoods
Gainesville Regional Utilities
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Division of Sponsored Research
Faculty Field Guide
Faculty Handbook
Faculty Resources
New Researchers
Office of Research
Tenure and Promotion
UF Innovate
University Press
Transfer of pending applications, awards and compliance protocols
· Notify the sponsoring agency of your relocation plans and request proper forms and instructions for the transfer. The documentation must be routed through your previous institution’s Office of Research for endorsement.
· Provide UF department’s grants administrator with a complete list of grants to be transferred.  Due to the wide variation in procedures among sponsors, your department administrator will work with UF Award Management to address specific guidelines
UF Award Management guidelines, procedures, and tools
Compliance Form for an Investigator Transferring to UF
· Note: If you have upcoming grant deadlines close to your start date, notify your department so that they can help ensure you get the support you need in a timely manner.
Environmental Health and Safety offers assistance to New Principle investigators / Researches setting up their labs at UF.
Research Training Utility will help you determine which trainings you must take.
UF Training registration and training transcripts 
Environmental Health and Safety Trainings
UFIT Research Computing
Research Computing Walk-in Support
Principle Investigator Eligibility
Environmental Health and Safety –
RefWorks 
EndNote 
ARCS (Academic Research Consulting & Services) 
Find a subject specialist   
3D printing at Marston Science Library
3D scanning at Marston Science Library
Interlibrary Loans
UF Data Guide 
Integrated Risk Management website
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Schedule of Courses
UF Class Meeting Times (Periods)
UF Calendar
Center for Instructional Technology and Training
eLearning (Canvas)
e-Learning FAQs
Request that your courses be added to Canvas
Canvas Instructor Guide
Make an appointment with an Instructional Designer
UF Syllabus Policy and example Syllabi – Additional Guidance from the Office of Teaching Excellence (OTE)
Office of Faculty Development and Teaching Excellence
Submit your Textbook Adoptions - The posting of textbook requirements for courses is a requirement in the Florida Statutes
UF All Access
University of Florida Writing Program
Dean of Students Office
Disability Resource Center
Counseling and Wellness Center
How to be a Great Online or Hybrid TA online workshop
Passport to Great Teaching for TAs certificate program (new for fall 2019)
UF Instructor Guide
TA Development workshops, orientation, and UF’s Teaching Assistants Handbook

image1.png
UNIVERSITY OF FLORIDA Welcome & Onboarding

Office of the Provost
Training & Organizational Development O F F E R Acc E PTE D




image2.png
UNIVERSITY OF FLORIDA Welcome & Onboarding

Office of the Provost
Training & Organizational Development 0 F F E R ACC E PTE D





