UNT Dallas Supervisor Onboarding Checklist

New Employee Information

Name: Start Date:
Position: Supervisor:
EUID: EMPLID:

Pre-Arrival Procedures- Preparing the New Employee

Call or email your new team member to officially welcome and answer any questions regarding employment.
Cover the following topics:

o Notify team member of regular working
hours and where to arrive on the first day.

o Confirm the location/address of where the
department is located and where to park.

Campus Parking: UNTD Parking Office 972-780-3009
College of Law Parking: &RQIDFIl *H-%RUDK 7D\IRU RU *LDQD 7HIH]
Map

o0 Inform team member of any dress code
requirements.

o Inform team member of lunch plans for first
day as applicable.

Consider taking your new hire to lunch to begin to get to know
him/her.

o Verify team member has received
onboarding instructions from HR and
remind to complete prior to first day of
work.

This is separate from the Criminal Background Check process.

0 Remind team member to bring documents
needed to complete new hire paperwork.

1-9 Accepted Documents

0 Gather job description, job manuals or
SOPs, org charts, and pertinent contacts
and phone numbers.

o If workplace accommodations have been
requested«

Contact HR at 972-338-1410, ADA Accommodation Toolkit

Pre-Arrival Activities- Preparing the Current Team for a Cohesive Team

0 Communicate via e-mail (or other means)
to team to introduce new team member.

0 Setup introduction appointments for first
week.

Print Employee Onboarding Checklist and list of appointments.

o Consider assigning a buddy.

Gather documents that communicate the
WHDP-V JRDIV strategic plans, priorities and
initiatives.
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https://police.untdallas.edu/sites/default/files/unt_dallas_campus_map_rev_9.2019.pdf
http://www.uscis.gov/i-9-central/acceptable-documents
https://hr.untsystem.edu/
https://hr.untsystem.edu/americans-disabilities-act-ada
https://itss.untsystem.edu/services/telecom-services/telecommunications-support-and-services
https://itss.untsystem.edu/services/telecom-services/desktop-phones-user-guides-accessories
https://sso.unt.edu/idp/Authn/UserPassword
mailto:helpdesk@untdallas.edu

UNT Dallas Supervisor Onboarding Checklist

1st Day

o Welcome team member or arrange for Arrival greeting, introductions and office space identified.
someone to handle in your absence.

o0 Arrange for someone (buddy) to assist the | Campus/office tour and brief introductions to
team member upon arrival. surrounding/pertinent departments.

Contact \RXI GHSDWPHQI-V ,-9 Input Coordinator to schedule
time to complete the I-9 and eVerify process for employees.

o Ensure employee completes I-9 on or Your employee should complete this step on or before the 15t
before 1st day of work (cannot exceed 3 day. Thisis required by Federal Law and policy to be completed
EXVLQHVV days after thef tae within 3 E XV L Q@Ey¢ W¥f the start date. Ask daily about

documents if not completed on or before the 15t day of work.
Contact Campus HR immediately at 972-338-1410 if appropriate
documents are not provided by Day Two.

Prepare ePAR once the I-9 Input Coordinator receives eVerify

o0 Submit E-Par approval for the new team member. Complete as soon as

possible for technology access, payroll and benefits purposes.

o New team member lunch Assign a designee to facilitate if you are not available.

Department arrangements and/or escort to ITSS in Student

o ID badge Center 1022 to obtain ID. Onboarding email with employee ID is

needed.

o Provide job description and job manuals Review job description and departmental manuals with new

team member.

0 Review Mission, Values and Goals Click www.untdallas.edu/mission-vision-values-and-goals

o Review Policies & Procedures Review institutional policies. And ask the employee to go through
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