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Description automatically generated]New Faculty Onboarding Checklist	
This checklist is to assist with the new employee’s onboarding process.  Onboarding is a long-term process that begins before an employee’s start date.  It helps the new hire feel welcome and prepared.  This checklist is organized chronologically and helps prepare for the new employee’s arrival.  The department may add activities that are relevant to the employee’s position or department.
Employee’s Name: ________________________________________          Employee ID: ____________________          Start Date: _________________________
Title/Rank: _______________________________________________ Department: ______________________________________________________________
Office Location/Address: _________________________________ Email: _____________________________ New Employee Phone #: ______________
Coordinator: _____________________________________________
	Pre-Arrival
	
	Responsible Person
	Completed

	Welcome New Hire
	Department Head, Supervisor, or designee should call to officially welcome the new employee to UND after confirmation of acceptance, and send out a department welcome email to the employee:
· Provide a department contact and contact information that the new employee may reach out to in the event they have questions or issues.
· Email the new employee regarding where to park and report on the first day, dress code, and work hours.
	
	

	Send Announcement to Department
	Send an announcement to the department announcing the new hire and start date.
	
	

	Welcome Meet & Greet
	Schedule a welcome “meet and greet” with department staff for employee’s first day. This may be virtual, in person, or both.
	
	

	Benefits
	[bookmark: _Int_vG9XL3ax]Benefits information will be sent to the new hire by the Insurance Specialist from HR utilizing the PageUp system, as well as via email. Note that the new employee must enroll in benefits within 31 days of their hire.
	
	

	Request Phone Service
	Contact your department’s Telephone Counselor. If you are unsure who contact is, reach out to Tass Wood in Administration & Finance – UND Telecomm
	
	

	I-9 Completion
	The applicant will receive an onboarding email regarding completing the I-9 form.  Ensure completion of the I-9 form:
· Section 1 - To be completed by the employee through the online application system prior to start (new employee will receive email from onboarding system).
· Section 2 – Document verification must be completed no later than the 3rd day of employment by an authorized university representative. New employee should go to Human Resources - Twamley 409 - and present acceptable documents. 
For off-campus & out of Grand Forks area employees: I-9 must be completed by authorized personnel or Notary Public.
	
	

	IT Services (computers, printers, etc.)
	Department to contact Information Resources re: equipment, computer set up or ordering, cell, laptop, etc. Services specific to the department need to be requested from the Help Desk. Send request to und.med.its@med.und.edu or 7-3506.
· Request new employee be added to appropriate:
                         Distribution lists/listservs – department and SMHS
                         Shared Drives (S:)
                         File (U: drive or personal drive)
                         Websites
                         Shared calendars        
· Printer setup
· Software needs secured
· Outlook e-mail & calendar basic tips
· YubiKey (purchased by department) - Optional
· Teams (ensure it is up and working on user’s PC)
	
	


	Order Name or 
Door Plate
	Department responsibility to order from Information Resources – Larua Stutrud.
	
	

	UND Name Badge
	Department responsibility to order name badge from website: Name Badges | Brand | University of North Dakota (und.edu).
	
	

	Parking
	Obtain Parking Permit https://campus.und.edu/transportation/parking/permits/faculty-staff.html 
[bookmark: _Int_ztCoCHqt]New UND employees are eligible for a free 3-day temp parking permit. They can set up independently during the onboarding process.
	
	

	Workspace
	Organize workspace, order supplies and facilitate requests.
	
	

	Update Department Website
	Department responsibility to update departmental website with faculty’s name, along with departmental directory, if appropriate
	
	

	Prepare List of Contacts
	Prepare a list of contact information (names of staff, job titles, job duties, contact information) and other contacts across campus.
	
	

	Prepare Welcome Packet
	Have information available to go review with the new employee on their first day.
Some suggestions:
· First Day Agenda – Intros to department & other community members, meetings with department members and/or stakeholders; tours
· Walk through – or provide link to – New Employee Information: https://campus.und.edu/human-resources/employees/new-employees.html and https://campus.und.edu/human-resources/managers-toolbox/current-employees.html 
· Campus Map & Virtual Tour link
· SMHS Virtual Tour: https://www.youtube.com/watch?v=YfHEWopupj4 
· University, School, and Department Organizational Charts
· Campus Contact Lists
· Holidays and Break Times (if applicable)
List of required trainings
	
	

	New Employee/Faculty Orientation Session
	For New benefited faculty there is a yearly orientation in the fall with the Vice Provost for Faculty Affairs.
· https://und.edu/academics/provost/faculty-affairs/new-faculty-resources.html 
· For faculty that start “off-cycle,” there is an orientation session available through Blackboard that can be requested for the new faculty member by sending a request with the faculty member’s name to the Vice Provost for Faculty Affairs office
For Graduate Faculty: 
https://und.edu/academics/graduate-school/faculty-and-staff/grad-faculty-mentor-training.html
	
	



	Automated IT Services (enroll)
	[bookmark: _Int_SPBX0QWw]Once the employee has their electronic ID #, make sure to have them provide that to the department Administrative Assistant. If they have a computer at home, direct them to und.med.its@med.und.edu for instructions on activating IT services. Within 24-48 hours of enrolling, the employee will receive access to:
· E-mail address
· Wireless access
· Desktop Auth (cluster and Novell login)
· Blackboard
· Library services
If this does not work, contact the Help Desk und.techsupport@UND.edu or 701.777.2222.
	
	

	Request Building Access – 
Keys or Card Access
	Contact your department’s Key Control Person. If you need assistance, contact the Facilities & Safety Coordinator, in Administration & Finance.
	
	

	Order Business Cards
	Department responsibility to order business cards.  They can be ordered through UND website: Business Cards | Brand | University of North Dakota (und.edu)
	
	



	First Day
	
	Responsible Person
	Completed

	Greet New Employee
	Show the new employee their workspace and provide welcome packet
	
	

	Ensure I-9 Completion
	For those in Grand Forks, send the new employee to HR in Twamley 409 to complete section two of the form no later than the third day of employment. For those that are remote, ensure that section two is completed and submitted to HR no later than the third day of employment.
	
	

	Introductions
	Introduce the new employee to co-workers, employees in the building and others (Suggestion: have a welcome coffee break or lunch with all employees)
	
	

	Department Tour
	Provide a tour of the department including critical areas such as mailboxes, break area, restrooms, office supplies, copiers, fax machines, printers, etc.
	
	

	Campus Tour
	Provide a tour and map of the campus.  Some suggestions to include in the tour:
· Dining services
· Departments the new employee will regularly interact with
· Wellness Center
· Memorial Union 
· Library
· Facilities Management (parking, motor pool)
	
	

	Department Promotion and Calendars
	· Assign administrative support, as applicable
· Identify meetings based on specialty and set up meetings with key individuals in the department
· Invite the new faculty member to department conferences and standing meetings
· Add new faculty to appropriate distribution lists and agendas
· Add to department website profile
· Request bio and photo and share with the Director of Alumni and Community Relations
	
	

	Directory Page
	Instruct faculty on how to update directory page: 
· Go to the directory: https://und.edu/directory/ 
· Search for your name and click on your name which will take you to your current personal page. Scroll to the bottom of the page and click “Edit Profile”.
· After clicking the link, it will bring you to a log-in page. Utilize your IdM login and password to connect to your page.
· Information can be copied and pasted directly from your CV to the page.
Example: https://campus.und.edu/directory/cary.waubanascum
	
	

	Ucard (Employee ID)
	Assist the employee with obtaining their ID card.
https://und.edu/one-stop/ucard/index.html
	
	

	Protocol/Informational Meeting
	Meet with the employee to discuss university and department protocol/information:
· Information in Welcome Packet
· Academic Calendar https://und.edu/one-stop/academic-calendar/index.html 
· Payroll schedule
· Holiday Calendar
· University hours
· Business Day 
· Dress code
· Customer service, respect and professionalism philosophy, response time and phone etiquette, culture, dept. mission
· Department communication process, staff/ faculty meetings, emails, etc.
· Training (phone use, copy machine codes, programs, professional development)
· Tuition waivers/discounts 
Email as an Official Communication Method for Employees 
	
	

	Employee Self-Service
	Allows an employee to: view pay advice, benefits, personal information, etc. (automatic access) 
https://ndusnam.ndus.edu/nidp/saml2/sso?id=appsian-hcm&sid=0&option=credential&sid=0
	
	



	Within the First Week
	
	Responsible Person
	Completed

	Notify, emergency procedures
	Explain the emergency broadcast system, how it works, and what to do. Discuss other emergency preparedness procedures for your department.  Office of Emergency Management: https://campus.und.edu/safety/emergencies/index.html 
	
	

	Mandatory and Specialized Training
	Information, along with a list of mandatory and optional specialized trainings and forms may be found at:  Vector Solutions: http://und.nd.safecolleges.com/. Additional NDUS trainings will be completed via Blackboard, such as Theft & Fraud, and Code of Conduct. Reminders sent to employees via email.
	
	

	UND Policies Review
	UND Faculty Handbook https://und.policystat.com/?next=%2Fpolicy%2F12126990%2Flatest%2F 
	
	



	On Going
	
	Responsible Person
	Completed

	Be Available for Questions
	Set-up regular meetings with Chair and/or others
	
	

	Percent of Effort (Page 2)
	Letter sent annually with instructions on how to complete page 2 (percent of effort) of the contract - Office of Education & Faculty Affairs (7-2515)
	
	

	Annual Evaluations
	Letter and template sent annually with instructions on how to complete the annual evaluation - Office of Education & Faculty Affairs (7-2515)
	
	

	CPT Evaluations
	Letter sent annually to the department chair that lists all who are up for a CPT evaluation.  Individual letter sent to the faculty members who are up for a CPT evaluation that academic year - Office of Education & Faculty Affairs (7-2515)
	
	

	Conflict of Interest
	1. Types of COI:
0. Financial Conflicts of Interest: Involve financial interests that could influence research outcomes (e.g., owning stock, consulting fees).
0. Non-Financial Conflicts of Interest: Involve personal or professional relationships and commitments that might affect objectivity (e.g., personal relationships with collaborators).
1. Annual Requirement:
1. Researchers must complete financial conflicts of interest (FCOI) disclosures annually to identify and manage potential financial influences on their research.
1. Every Four Years:
2. Researchers are required to complete Conflict of Interest (COI) training every four years to stay informed about managing potential conflicts
Office of Research Affairs (7-2808)

	
	



	Clinical Faculty Only
	Prior to Start
	Responsible Person
	Completed

	Professional Liability Insurance
	The hiring department initiates application ASAP once the offer letter is signed. Contact the support person in Administration & Finance at 7-2431.  
	
	

	Payor Credentialing
	Department admin/credentialing person has packets to be completed.
	
	

	Department Clinical Appointment
	Work with department administrator, business manager, or program director to apply for a clinical appointment within the department.
	
	

	Hospital Privileging
	Work with department admin to contact facility and obtain application
	
	

	Licenses and other documentation
	(1) Obtain copies of DEA, license, CV, certifications for department to file.
(2) Identify potential license renewal needs and share it with the Medical Director (or Program Director) for their discussion with the new faculty.
	
	

	EHR Access
	Request electronic record access through department administrator
	
	

	Schedule EHR Training
	The department administrator can schedule training
	
	



	Clinical Faculty Only
	First Week
	Responsible Person
	Completed

	EHR Training
	The business manager or billing manager will arrange/provide EHR training. May need multiple training sessions if the provider has multiple privileges from different hospitals. Assist scheduling.
	
	

	Review of clinical procedures
	The medical director will review clinical procedure manual and protocols. Assist scheduling.
	
	

	Precepting requirement/training
	The program director or core faculty will be responsible. Assist scheduling.
	
	

	Licenses and Certificates
	The medical director and/or program director should determine if licenses or certifications (ACLS, PALS, etc.) need to be renewed in the near future and discuss it with new faculty.
	
	



	Supervising Staff 
	First Week
	Responsible Person
	Completed

	Staff Annual Evaluations
	Performance Evaluation Guide (Instructions on how and when to complete staff evaluations)
Performance Evaluation Tool (Performance Evaluation Tool)
	
	



	Educators
	First Week
	Responsible Person
	Completed

	Campus Connection
	https://ndusnam.ndus.edu/nidp/saml2/sso?id=appsian-cs&sid=1&option=credential&sid=1 
Campus Connection Access: https://und.edu/academics/registrar/campus-connection/access-request-info.html  
Campus Connection tips: Employee Campus Connection Tips | University of North Dakota (und.edu)
	
	

	Blackboard
	https://blackboard.und.edu/ 
About: https://und.edu/academics/ttada/academic-technologies/blackboard/index.html  
	
	

	SELFI
	The SELFI is the Student Evaluation of Learning and Feedback for Instructors. https://und.edu/analytics-and-planning/selfi/index.html 
	
	



	Researchers
	Prior to Start
	Responsible Person
	Completed

	Notice to Research Administration
	If a new faculty needs to transfer sponsored research to UND, contact SMHS Research Administration ASAP. smhsgrants@und.edu or call 701-777-2808.  
	
	



	Researchers
	First Week
	Responsible Person
	Completed

	Initial Meeting with Research Administration
	Suggested discussion topics:
Faculty’s current research portfolio and future plan
Faculty’s onboarding needs for research activities
UND resources for sponsored programs
Introducing Nevolution, UND grant management system
System access for research activities
Research-specific policies, workflows, and guidelines
Conflict of Interest
Training topics

If you have questions or need assistance regarding research-related activities, please email smhsgrants@und.edu or call 701-777-2808.  
Grant Resources: https://ndusnam.ndus.edu/nidp/saml2/sso?id=appsian-hcm&sid=0&option=credential&sid=0 
	
	

	COI Training
	https://und.edu/research/resources/conflict-of-interest.html 
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