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CHECKLIST 
for onboarding new employees at TU Darmstadt (TUDa) 
 

Making a successful start to a new job is not only 

important for the new employees themselves but 

also for their managers and smooths the way for 
successful cooperation and good work results. We 

have developed this checklist to make it easier for 

you to make a good start together. It includes tips 

for the different phases of the onboarding process, 

notes on virtual onboarding and some links to 

helpful websites at TU Darmstadt. The points listed 

here are merely suggestions and may thus be 
relevant to a greater or lesser extent for each 

individual onboarding process. The Department of 

Human Resources Development would be pleased to 

assist you during this process. 

 

 

General recommendations 

- Allow sufficient time for the onboarding of the new employee so that they are integrated into the team 

as well as possible and develop a lasting bond with TUDa. 

- Appoint a dedicated contact person for the new employee as a mentor so that they can quickly receive 

help in the early days. 

- Delegate some onboarding tasks to the mentor and other members of the team. 

- Hold regular onboarding conversations during the probation period (6 months); you should always hold 

these conversations yourself as the manager; we recommend using the Toolbox for conversations in a 

leadership context.  

1. Orientation conversation: after 4 weeks at the latest 

2. Feedback conversation: after 2 months at the latest 

3. Concluding conversation: 6 weeks before the conclusion of the probation period 

 

 

Notes on the special features of virtual onboarding 

The increased use of mobile working means that onboarding processes are also being carried out virtually 

in some cases. We want to give you some recommendations for these situations.  

In general, it should be noted that the fundamental goals of analogue and virtual onboarding are the same. 

The purpose of the onboarding process is to provide new employees with orientation in the form of 

information (at a factual level) and contacts (at an interpersonal level). It is important in this context to 

compensate for the lack of personal contact on site.  

 

Therefore, it is necessary to provide more information during virtual onboarding and also to 

hold more virtual meetings so that new employees can be well integrated into the team and learn 

their new job.  

https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/personal_und_organisationsentwicklung/tools_poe/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/personal_und_organisationsentwicklung/tools_poe/index.en.jsp
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Many of the tips for analogue onboarding can also be transferred well to virtual onboarding. For example, 

joint meetings can be held via Zoom and content can be shared on the screen, viewed simultaneously and 

discussed. It may also be useful to set up a shared knowledge database for the team, e.g. in OneNote. As 

well as receiving help from a mentor, this would allow new members of the team to independently search 

for information.  

 

To ensure that new employees are successfully integrated into the team, we recommend that you 

arrange various short meetings with the new employee, especially in the early days. This will 

give you both numerous opportunities to ask questions and get to know each other. These could 

be meetings to share specific knowledge and information or also meetings such as joint virtual 

lunch or coffee breaks.  

 

New employees often have a lot of questions, especially in the early days of their new job. The lack of 

personal contact on site can quickly leave the new employee feeling overwhelmed or isolated. It is important 

to keep an eye on the situation on a daily basis and counteract any issues that may arise. This will require 

the assistance of the entire team.  

 

 

Overview of the entire onboarding process 
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1. Preboarding: Before the first day of work 

In this first phase before the planned starting date, it is important to create a good first impression, complete 

the necessary formalities and maintain loose contact with the new employee. It is useful to already share 

some information about TUDa, the new team and the planned procedure for the first days of the onboarding 

process so that the new colleague is well prepared.  

 

Complete the 

necessary formalities  

Send the application for the appointment 

of an employee and other relevant 

documentation to Directorate VII.  

The documents for the appointment of 

the employee and some other information 

will then be sent back to you and the new 

employee (letter and employment 

contract, job description, notification of 

the starting date, …). 

Send to Directorate VII: 

☐  Application for the appointment of an 

employee 

☐  Job description 

☐  Forms 

☐  Employment contract and other 

documents for the new employee 

should be signed by the employee and 

returned 

 

 

Involve colleagues 

Inform all colleagues (by mail or in 

person) about the imminent new addition 

to the team and find a person who can 

help the new member of the team with 

any questions during the initial period 

(mentor). Ask everybody to assist you in 

integrating the new employee into the 

team and jointly define who is responsible 

for which onboarding themes. 

☐  Name 

☐  Area of responsibility  

☐  Start date 

☐  Workplace  

☐  Telephone number 

☐  Find a mentor 

☐  Define responsibilities for the 

onboarding themes 

 

 

Share information 

Share information about the necessary 

formalities and any organisational matters 

with the new colleague (e.g. by e-mail) 

before the first day of work.  

☐  Who belongs to the team? 

☐  How does the team work together?  

☐  What structures are in place?  

☐  What has been planned for the first 

few days?  
 

 

Create an 

onboarding plan 

Create a plan to structure the onboarding 

process. Think about which information is 

especially important for your new team 

member so that they are able to quickly 

work independently.  

☐  Explain the key areas of focus in the 

specialist field/department  

☐  Explain the organigram 

☐  Explain the different functions/roles 

☐  Demarcate the field of activity 

☐  Provide an overview of the 

department’s internal processes 
 

https://www.intern.tu-darmstadt.de/dez_vii/d7_formular/index.de.jsp
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 Prepare the 

workstation 

Make sure that the workstation for the 

new employee is fully functional and 

completely set up before the first day of 

work. 

Please note:  

The TU ID will be automatically issued 

before the employee starts work. The TU 

ID and password will be sent to the new 

employee by internal post and must be 

activated before use.  

Applications for various system services, 

such as e-mail and SAP, cannot be 

submitted until the TU ID has been 

activated. Quickly passing on this 

information to the employee and swiftly 

activating the TU ID are thus important 

prerequisites for other processes and the 

ability of the employee to make a smooth 

start to their new job on the first day of 

work.  

☐  Desk, chair, lighting  

☐  Office material (e.g. inbox, pens, 

calendar, hole punch, highlighter 

pens, note book, ring binder, post-its,  

scissors, …) 

☐  Provide a PC/laptop (with programs 

specific for the department, licences, 

Internet access, user account, 

monitor/printer/mouse, …) 

☐  Permissions for the necessary 

programs (e.g. account statements) 

☐  Request permissions for shared drives 

and folders 

☐  Office key  

☐  Set up a workplace on IT devices 

☐  E-mail account  

☐  Telephone  

☐  Door sign  

☐  Business cards  

 

 

Prepare the website 

Already prepare any changes to the 

website and release them in good time so 

that the new employee can also be found 

online from their first day of work 

onwards. 

☐  Welcome greeting (where  

appropriate) 

☐  Add employee to the contact list 

☐  Update areas of 

responsibility/functions 

 

https://www.hrz.tu-darmstadt.de/services/it_services/tu_id/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iii/kontoauszug/index.de.jsp
https://www.hrz.tu-darmstadt.de/support_und_anleitungen/anlaufstellen/index.en.jsp
https://www.hrz.tu-darmstadt.de/support_und_anleitungen/anlaufstellen/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iv/referate_und_stabsstellen/artikel_details_de_en_223232.de.jsp
https://download.hrz.tu-darmstadt.de/protected/DezVII/Formulare/Antrag_Bildschirmarbeitsplatz.pdf
https://www.hrz.tu-darmstadt.de/services/it_services/groupware/index.en.jsp
https://www.hrz.tu-darmstadt.de/services/it_services/telefonie/index.en.jsp
https://www.intern.tu-darmstadt.de/arbeitsmittel/dokumente_formulare/sortiert_von_a_bis_z/details_69571.de.jsp
https://www.intern.tu-darmstadt.de/arbeitsmittel/dokumente_formulare/sortiert_von_a_bis_z/details_147136.de.jsp
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2. Onboarding: On the first day of work 

In the second phase of the onboarding process, it is important for the new employee to get to know their 

future team and new tasks. New employees should thus be provided with all important information about 

their own area of work and the team and they should be presented to all of the people involved in their 

area of work. Preferably keep the first two days short and do not overwhelm the new member of the team 

with too much information. Alternate between input phases and the completion of the first tasks. 
 

 

Personal welcome  

Welcome new employees in your role as 

the manager and, if appropriate, give 

them a present or a folder with 

information. It is even better if new 

employees are greeted by the whole of 

their new team. This will allow the new 

team to get started and get to know each 

other. If this is not possible, a welcome e-

mail can also be sent to all members of 

the team. This will ensure that everyone 

is on the same page.  

☐  Purchase a small present, e.g. 

o A small gift from the TU Shop  
o Flowers 
o Folder with information 

☐  Introduce the mentor and explain the 

role 

☐  If appropriate, send an additional 

welcome e-mail on behalf of the team  

 

 

Clarify the necessary 

formalities 

Make sure that all of the necessary 

formalities have been clarified by this 

point in time at the latest. The 

employment contract must have been 

signed before the employee starts work. 

☐  Has the employment contract been 

signed? 

☐  Hand over the key and make sure that 

the employee acknowledges receipt of 

the key in writing 

☐  Fill out the notification of the starting 

date and send it to Directorate VII 
 

 

Tour of the 

organisation   

Plan a tour for the first day of work. You 

or the mentor should introduce the 

employee to their new colleagues and 

department. Also show the employee 

where to find the kitchen, toilets, escape 

routes, first aid boxes and work material. 

☐  Personally introduce the employee to 

their superiors and team colleagues 

(if possible) 

☐  Get to know the buildings and offices, 

departments, toilets 

☐  Show the employee where 

scanners/photocopiers and other 

equipment are located and how to use 

them 

☐  Provide safety information: first aid 

boxes, fire extinguishers, escape 

routes, alarm systems, first aid officers 

and accident prevention measures  
 

 Invitation to 

meetings  

Invite the new employee to all important 

meetings. 

☐  Regular meetings, team meetings 

☐  Discussion sessions 

☐  Meetings related to their new area of 

responsibility 
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Share lunch together  

Take the new employee for lunch 

together with the entire team. This will 

make it easier for everyone to get to know 

each other and promote quicker 

integration into the team.  

☐  Encourage joint lunches 

☐  Alternatively, a virtual lunch/coffee 

break is also possible 

 

 Start the onboarding 

process  

Start by working through the onboarding 

plan you created in advance with the new 

employee. Engage the support of your 

team and delegate various themes. This 

will also promote the quick integration of 

the employee and reduce the burden on 

you. Break down the information into 

multiple smaller parts so that it is easier 

for the new employee to take in the huge 

amount of new information.   

☐  Provide the new employee with the 

names of the university management, 

human resources manager, staff 

council, equal opportunities manager, 

representative for the severely 

disabled, social and conflict advisers, 

occupational health management, 

operational integration management, 

university medical service and human 

resources administrator and explain 

their roles 

☐  Describe the key areas of focus in the 

specialist field/your own department 

☐  Explain the organigrams for the 

university and your own department 

☐  Explain the different functions/roles, 

demarcate the field of activity  

☐  Provide an overview of the 

department’s internal processes 

☐  Discuss further training  

☐  Provide aids for the onboarding 

process  

☐  Inform the employee about internal 

rules (see Section 4) 

☐  Talk about accident prevention  

measures 

☐  Carry out safety training  

☐  Prepare a risk assessment 

☐  Explain the data protection 

regulations and confidentiality rules  

☐  Inform the new employee about the 

Welcome event 

https://tu4you.tu-darmstadt.de/en/skills-portal?refinementList%5Broles%5D%5B0%5D=Mitarbeitende
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3. Onboarding: During the probation period (6 months) 

In this phase of the onboarding process, the main focus is placed on familiarising the new employee with 

the specialist tasks associated with their new job and supporting their integration into the team over the 

long term. Regularly take the opportunity to hold brief conversations with the new member of the team to 

find out how they are finding the job and, if relevant, whether any further support is needed. The main aim 

of the probation period is for both parties to carefully examine whether a long-term cooperation is in the 

interests of both parties.  

 
Team onboarding  

Colleagues from the new employee’s own 

department present their roles, tasks and 

responsibilities.  

☐  What is important to know? 

☐  What information needs to be shared? 

 

 

Clarify mutual 

expectations  

You should speak to new employees in 

your role as a manager about your mutual 

expectations and ask the employee for 

their first impressions. The Toolbox for 

conversations in a leadership context can 

provide you with support in this context. 

☐  What tasks have already been 

successfully completed?  

☐  What tasks still need some 

improvement? And how can this be 

achieved? 

☐  Is further support needed? 

☐  What does the employee think is 

already going well and what is not 

going well?  

☐  What measures should be agreed 

where necessary? 
 

 

Setting the first goals 

together  

Agree the next steps for the near future 

with the new member of the team and 

discuss what milestones (e.g. in the first 

month) should be achieved.   

☐  What tasks should be completed 

within the first month? 

☐  Who should also be involved in the 

onboarding process? 

☐  Are there any specific goals/  

timetables?  

☐  What will happen later? 
 

 
Delegating the first 

tasks  

Train the new member of the team to 

complete their first independent tasks.  

☐  What tasks can already be carried out 

independently? 

☐  Who also needs to be integrated into 

the process to complete these tasks? 

☐  Is there a timetable that needs to be 

followed? 
 

 

Promote team spirit  
Colleagues should continue to actively 

integrate the new employee into the 

team.   

☐  Joint lunch/coffee breaks 

☐  Smalltalk 

☐  Offer and ask for help 

☐  Include the new employee in specialist  

themes 

☐  Complete tasks together 
 

https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/personal_und_organisationsentwicklung/tools_poe/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/personal_und_organisationsentwicklung/tools_poe/index.en.jsp
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4. Internal rules & information 

You will find a list of important information below. We recommend that you split up this list and sent it to 

the new employee over several days so that they can read the information at their leisure. In addition, we 

also recommend that new employees visit the welcome websites to find out more about any opportunities 

and circumstances at TUDa.  

 

Information on: 
 

 New at TU 

Darmstadt  
Welcome to TU Darmstadt 

 

 Working time 

regulations 
Working hours, breaks, time and attendance system  

 

 
Incapacity for work Notification of sickness  

 

 
Annual leave Information and leave requests 

 

 
Information A-Z 

General Information 

Information for employees  

 

 

HRZ  

Office communication and mobile communication 

Information for new employees 

Support and Instructions 

 

 
Further training 

Internal further training 

Ingenium 

 

https://www.tu-darmstadt.de/universitaet/karriere_an_der_tu/start_an_der_tuda/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/info_a_z_vii/informationen_a_z_vii/artikel_details_de_en_246656.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/info_a_z_vii/informationen_a_z_vii/artikel_details_de_en_228416.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/info_a_z_vii/informationen_a_z_allgemein_vii/artikel_details_de_en_229632.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/info_a_z_vii/informationen_a_z_allgemein_vii/index.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_vii/info_a_z_vii/informationen_a_z_vii/index.de.jsp
https://www.hrz.tu-darmstadt.de/services/it_services/telefonie/index.en.jsp
https://www.hrz.tu-darmstadt.de/support_und_anleitungen/mein_starterpaket/infos_fuer_neue_beschaeftigte/index.en.jsp
https://www.hrz.tu-darmstadt.de/support_und_anleitungen/index.en.jsp
https://www.tu-darmstadt.de/iw
https://www.tu-darmstadt.de/forschen/wissenschaftlicher_nachwuchs_tu/ingenium_graduiertenorganisation/index.en.jsp
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Welcome Centre  For international researchers 

 

 Family Service 

Centre 
Information dealing with the family & child care provision   

 

 Equal Opportunities 

Office  
Information on the theme of equal opportunities  

 

 Anti-Discrimination 

Office 
Confidential counselling in cases of discrimination 

 

 BUB - Advising 

Supporting 

Accompanying 

Counselling services for employees of TU Darmstadt 

 

 
Staff Council  

Representing the interests of all employees subject to collective 

bargaining agreements  

 

 Representative for 

the severely disabled 
Contact person for people with severe disabilities 

 

 

Occupational safety  

Risk assessment  

Forms and documents  

AGUM A-Z  

Information sheets  

 

 
Mobility 

Landesticket Hessen (State Travel Ticket for Hesse), local transport  

Parking at TU Darmstadt 

 

https://www.tu-darmstadt.de/forschen/international_forschen/welcome_centre/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/stabsstellen/servicestellefamilie/index.en.jsp
https://www.tu-darmstadt.de/gleichstellungsbeauftragte/index.en.jsp
https://www.tu-darmstadt.de/universitaet/diversity/antidiskriminierungsstelle/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/stabsstellen/bubb/index.en.jsp
https://www.personalrat.tu-darmstadt.de/personalrat_1/index.en.jsp
https://www.personalrat.tu-darmstadt.de/personalrat_1/index.en.jsp
https://www.schwbv.tu-darmstadt.de/schwerbehindertenvertretung/die_vertrauensperson/die_vertrauensperson.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iv/referate_und_stabsstellen/artikel_details_de_en_227200.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iv/formulare_und_dokumente_iv/index.en.jsp
https://tu-darmstadt.agu-hochschulen.de/a-z
https://tu-darmstadt.agu-hochschulen.de/formularcenter
https://www.intern.tu-darmstadt.de/informationsportal/themenwelten/mobilitaet/index.de.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iv/immobilienmanagement_a_z/artikel_details_de_en_245760.de.jsp
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Health  

Occupational health management 

Operational integration management 

University Sports Centre  

Occupational Health Centre Darmstadt 

 

 Orientation on the 

campus and how to 

get there 

Maps of the various sites 

 

 
Canteens  Menus at the different canteens 

 

Do you have any further questions or would you like to talk to us about the onboarding process?  

Use the individual onboarding advisory service offered by the Department of  

Human Resources and Development (poe@zv.tu-darmstadt.de). 

 

 

https://www.tu-darmstadt.de/gesundheitsmanagement/bgm/index.de.jsp
http://www.tu-darmstadt.de/bem
https://www.usz.tu-darmstadt.de/index.en.jsp
https://www.intern.tu-darmstadt.de/verwaltung/dez_iv/referate_und_stabsstellen/artikel_details_de_en_255232.de.jsp
https://www.tu-darmstadt.de/universitaet/campus/index.en.jsp
https://studierendenwerkdarmstadt.de/hochschulgastronomie/speisen/
mailto:poe@zv.tu-darmstadt.de

