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Bradley Employee 

Checklist 
For new BU Employees 

 
 

 

 

 

 
 

From the Office of Human Resources: 
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Dear New Bradley University Team Member,  

 

Welcome! We are excited you have chosen Bradley! This checklist will play an important role in ensuring you 

have all you need for a seamless onboarding experience with Bradley. If you have any questions as you move 

through the onboarding process, please see the list of contacts below. As always, our Human Resources team 

is happy to assist you as you become acclimated to your new role!  

 

 

For questions related to: 

 

Your position and/or department, please contact your direct supervisor:  

 

 

_____________________________                                                  __________________________________ 

         Supervisor Name              Contact Information 

 

 

Exempt Staff and Faculty onboarding, policies, and procedures, please contact our Human Resources 

Business Partner, Sarah Bollman, sbollman@bradley.edu.  

 

 

Non-Exempt and Union onboarding, policies, and procedures, please contact our Human Resources 

Administrator, Karen Sorrel, ksorrel@bradley.edu.  

 

 

Benefits, please contact a member of our Benefits team, Dayna Fico, Benefits Manager,  dfico@bradley.edu 

or Mary Scheffert, Benefits Specialist mscheffert@bradley.edu.  

 

 

General HR Inquiries can also be sent to buhr@bradley.edu.  

 

 

 

 

 

Again, welcome to the Bradley Team! We are so glad to have you here! 

 

BU Human Resources 

 

mailto:sbollman@bradley.edu
mailto:ksorrel@bradley.edu
mailto:dfico@bradley.edu
mailto:mscheffert@bradley.edu
mailto:buhr@bradley.edu
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New Employee Checklist 

 

This checklist is to ensure you have everything you need as a new Bradley University Employee.  

Your supervisor and your team are well-prepared to assist you with the following items.  

 
Your first day: 

● Obtain a BU ID from Cullom-Davis Library (you will need a photo ID to do this). 

● Obtain a BUNetID from Cullom-Davis Library (this is your computer logon and password).  

● Obtain office and building keys from MacMillan Hall. 

● Ensure that all onboarding is completed through ADP. Please refer to your HR Onboarding email for 

further instructions.  

● Bring your I-9 documentation to Human Resources in Sisson Hall, second floor, to be copied for 

verification. Please refer to the following page for lists of acceptable documentation. You can also find 

this information in your HR Onboarding email. 

● Ensure you are familiar with your pay schedule, job classification, and terms of employment. Please 

refer to your offer letter for this information. 

 

Your first week: 

● Login to your computer, BU Network, and Bradley email to ensure it is working properly. 

● Check your Bradley email for an invitation to your New Hire Orientation Session and confirm 

attendance. 

● Purchase a parking pass from the Bradley website and follow directions for pick-up. 

https://www.bradley.edu/offices/business/parking/regulations/  

● Read through the university’s policy handbook. Be sure to access the handbook specific to your job 

classification. https://www.bradley.edu/offices/business/human-resources/employee-info/  

● Complete the attached Recognition Profile (optional) and submit to your supervisor. 

 

First 30 Days: 

● Attend your scheduled New Hire Orientation. 

● Orientation Date_______________ 

● Orientation Will Cover: Bradley Leadership, Employee Resources and Services, ADP & Training, 

BUPD & Campus Security, Campus Information Security, Library Services, and Benefits. 

● Enroll in Benefits.  

● Complete Human Resources and IT training modules via Canvas. 

● Spend some time to become acclimated to the hardware and software you will be using in your position 

(i.e. Canvas, Acinquire, Slate, etc.). 

 

 

First 90 Days: 

● HR will contact you to schedule a brief New Hire Check-In.  

https://www.bradley.edu/offices/business/parking/regulations/
https://www.bradley.edu/offices/business/human-resources/employee-info/
https://learn.bradley.edu/
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Bradley University Human Resources                                                                                                                             6 

Bradley University Recognition Profile 

 

 

BeYou! And tell us some of your favorite things! (This form is optional) 

 

Name_________________________________ Title/Department_________________________________ 

 

Start Date______________________________ Birth Month and Day______________________________ 

 

 

 

Sport or Hobby____________________________________________________________________________ 

 

Salty Treat_______________________________________________________________________________ 

 

Sweet Treat______________________________________________________________________________ 

 

Team___________________________________________________________________________________ 

 

Music___________________________________________________________________________________ 

 

Scent___________________________________________________________________________________ 

 

Beverage________________________________________________________________________________ 

 

Season/Holiday___________________________________________________________________________ 

 

Book/Author______________________________________________________________________________ 

 

Store___________________________________________________________________________________

_ 

 

Pets____________________________________________________________________________________ 

 

Restaurant_______________________________________________________________________________ 

 

 

What makes you feel valued as an employee? What type of recognition is most meaningful to you (public, 

private, written, verbal, formal, etc.?) 

 

 

 

 

What non-monetary form of recognition do you prefer (treats, notes, flexibility, time off, etc.) 

 


