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Onboarding Coordinator(s): _________________
Contact info for the new CIO prior to their arrival on campus

Name: _______________
Email: _______________
Phone (preferred): _______________
Phone (other/emergency): _______________
Short Bio:

What UITS Needs to do for the CIO

Before Arrival
	Action
	Person Responsible

	· Organizational charts
	

	· Photo Directory 
	

	· Emergency Contacts Card
	

	· UITS Incident Emergency Card 
	

	· Document pointing out UITS, Intranet and Technology websites
	

	· Access to electronic files:
	

	· CIO and Cabinet pantherFILE space
	

	· TechWiki
	

	· Computer
	

	· Printer setup (shared and personal)
	

	· Software
	

	· Cell Phone
	

	· Office Phone
	

	· ePantherACCOUNT Setup
	

	· ePantherACCOUNT Activation
	

	· Email listserv memberships:
	

	· uits-info
	

	· uits-cabinet
	

	· uits-sab
	

	· uits-planning-team
	

	· itstatus-list
	

	· cio2@maillist.uwsa.edu
	

	· itpc-list
	

	· FAA Director List
	

	· Chancellor’s Cabinet
	

	· Web Steering Committee
	

	· UWS IT Management Council
	

	· Academic Deans Council
	

	· cloud-purchasing group
	

	· Office and Building Keys
	

	· Add to UWM EDUCAUSE Reps
	

	· pantherLINK Calendar Entries:
· Cabinet Meetings

· ITPC Meetings

· FAA Leadership Meetings

· Chancellor’s Cabinet Meetings

· ITMC Meetings

· UWS CIO Council Meetings

· Academic Deans Council
	

	· Standard UITS Onboarding Processes
	


Upon Arrival

	Action
	Person Responsible

	· Voicemail
	

	· Procurement Card
	

	· Travel Card (optional)
	

	· Profile in Travel Portal
	

	· Update EDUCAUSE Profile
	

	· Standard UITS Onboarding Processes
· Photo

· UITS ID

· Campus ID

· Security training

· COOP training

· Parking

· Etc.
	


Providing Important Documents:
· COOP Plan

· 2012 IT Accomplishments

· IT Strategic Plan

· List of UITS Services

· UITS Project List

· UITS Prioritized Procurement List

· UITS Recruitment List

· UITS Critical Vacancies

· Cabinet Charter

· UWM Report Newsletter technology @ UWM Section (6 months)

· CIO Weekly Updates (1 month)

· Cabinet Minutes (1 month)

· UITS Staff Surveys

· IT Policy Committee Minutes (2 months)

· Digital Future Recommendations
· Assessments of IT at UWM

· 2001

· 2005

· 2011

Explaining How We Do Things at UWM:
· UITS Style Guide

· UITS Work Practices

· Forms:

· Professional Development

· Absence Request

· Travel Expense Reimbursement
· Employee Development Plan (annual review)
· StrengthsFinder Instrument


Reports of Campus Hot Button Issues
· WiFi expansion
· Future of email/calendaring
· Data Storage
· Electronic Workflow 
Member in the following UITS groups and teams:
· UITS Cabinet

· UITS Planning Team

Member in the following UWM groups and teams:
· IT Policy Committee

· Web Steering Committee

· Academic Deans Council and Directors
Membership in UW System groups and teams:
· CIO Council

Other elective constituent group memberships:
· UWM

· Online Program Council

· Digital Future Initiative

· UWM Strategic Planning

· Budget Model Planning Group

· UW System

· IT Management Council 
· Other

· EDUCAUSE
· MHEC

· Society for Information Management – Wisconsin Chapter

· Milwaukee IT Leadership Council

Arrival Announcements:
· Official campus email from Vice Chancellor
· Article in UWM Report by University Relations
· UITS Staff email from Vice Chancellor
· Tech Users email from Interim CIO 
· IT Policy Committee email from Chair

· Technology and UITS websites 
· UW System OLIT Office and UWS CIO Council 

Initial Outreach/Engagement to Stakeholders:
· Chancellor’s Cabinet: weekly meetings
· UITS Cabinet: 1-1 meetings

· UITS Staff: all staff meeting; tour of offices and facilities
· UITS Managers and Supervisors: Planning Team meeting

· IT Policy Committee: Monthly Meetings

· Deans/Directors: 1-1 meetings
· Faculty Senate: guest at monthly meeting
· Campus community: First Friday or UITS Foundation Meet the CIO Event
· Distributed IT: Tech Users Meeting
· Research Computing Staff: Cluster Support Meeting
· Social Media: Twitter? Facebook? Other?
UITS Cabinet Questions for the CIO
How do you see yourself?

· How do you see the role of the CIO?

· What makes you tick?

· What do you see as your personality/strengths?

· What is your approach to problem solving and decision making in meetings?
How do you want to communicate with and engage the key stakeholders?

· Your own staff, e.g., weekly email, blog, social media, meetings

· Other IT professionals on campus

· Campus leadership in addition to the Chancellor’s Cabinet

· General campus community

What do you want to focus on right away in the way of:

· Services?

· Staff?

· Engagement?
UITS Cabinet Expectations of the CIO
· Advocate for UITS
· Communicate campus administration’s concerns and expectations
· Work through UITS directors and managers
· Seek Cabinet’s advice
· Share major decisions with Cabinet before announcing


