Copy/paste into an email. Replace red text with appropriate content. Adjust formatting as needed.
Subject: Welcome to the Team! | Your First Day at the UW School of Nursing

Dear <<New Hire Name>>,
We are thrilled to welcome you to the <<dept>> in the UW School of Nursing (SoN)! We have been eagerly anticipating your start date and are excited to have you join the SoN community.
[image: Marker with solid fill]Here are details to help you get off to a great start:
Arrival & Logistics  
· When: Please plan to arrive by <<time>> .
· Parking: We recommend parking at <<directions/instructions>>.
· Where to Meet: Head to <<location>>. <<I/designee name>> will be waiting for you at the entrance to greet you and show you to your workspace.
· [image: Daily calendar with solid fill]Need Help? If you have any trouble finding us, please call or text <<contact information>>.
Your First Few Days 
[image: Checkbox Checked with solid fill]I’ve attached a tentative schedule for your first <<week >>. Our priority is to help you feel at home, so the first few days are designed to give you plenty of time to settle into your new workspace, connect with new colleagues and key partners, and get comfortable with our systems and culture. We will walk through the details of this schedule together when you arrive.
Action Items 
Before your first day, please keep an eye out for the following:
· Workday Tasks: You will receive an email from UW Human Resources regarding onboarding in Workday. Please prioritize these tasks as some are time-sensitive for payroll and benefits.
· SoN Onboarding Portal:  We’ve designed this section of our website to be a “one-stop shop” for completing required onboarding documents, navigating your transition to UW, and finding helpful resources. Access the site at https://employees.nursing.uw.edu/onboarding-welcome/. 
If any questions pop up before first day, please don’t hesitate to reach out to <<contact>> at <<phone number/email>>.
Welcome to the School of Nursing—we are so glad you’re here!
Best regards,
<<Your Name>>
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