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Task:  Department Welcome Steps (new hire) [Email]

Default Owner:  Department Authority
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Greetings Hiring Department,

Congratulations on the addition of your new team member, {{application__applicant_detail-

user__first_name}} {{application__applicant_detail-user__last_name}}! To assist you with successfully onboarding this individual, NMSU HR Services utilizes an electronic onboarding system. The system allows us (HR Services, the new employee, and the hiring department) to work together to complete tasks in an effort to engage your new employee over a period of time.

As the hiring department, you will only receive onboarding tasks such as this via email. However, your new hire will receive tasks via both email and within the onboarding system found at https://jobs.nmsu.edu, which is also the same system through which the employee applied for his/her position. For more information regarding onboarding please visit http://hr.nmsu.edu/onboarding-guide/.
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WHAT NEXT? The purpose of this task is to provide you with some recommended activities to help you kick off the onboarding process in preparation for the arrival of your new team member. We suggest the following:

WELCOME CALL

· Call and welcome new employee after confirmation of acceptance.
· Provide your contact information in the event of a question or issue.
· Discuss parking permit and employee ID card needs if applicable. (These may only apply to the Las Cruces and DACC campuses.)
· Important employee task to be aware of: Your new employee may have or will soon receive an NMSU welcome letter with important onboarding tasks via email. This message will be sent to the email account that s/he used to apply for the position using the NMSU jobs portal. The letter tasks the new employee with completing important forms such as I-9, W-4, and the Educational Retirement Board documents. The employee is advised to contact your hiring department if s/he needs assistance in accessing or completing these forms.
INTERNAL PREPARATION RECOMMENDATIONS

· Announce arrival date of new employee to department
· Cubicle/desk/office preparation
· Phone line setup
· Order business cards
· Computer equipment setup (monitor, keyboard, mouse, speakers, etc.)
· Prepare computer network access (department shared drives, printers, etc.)
· Prepare systems access request forms (Banner, Canvas, Cognos, AiM, PeopleAdmin, EPAF, etc. as required by position)
· Prepare Door Key Request Form if necessary http://af.nmsu.edu/forms/
Thank you.

NMSU Human Resource Services

website: http://hr.nmsu.edu/ | email: hrhelp@nmsu.edu | phone: 575-646-8000
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Task:  NMSU Welcome Letter (new hire) [Email]

Default Owner:  Employee
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Dear {{application__applicant_detail-user__first_name}} {{application__applicant_detail-user__last_name}},

Congratulations on your new position and welcome to New Mexico State University! Our employees are a critical asset to the success of NMSU and your role is very important in helping us fulfill the goals and objectives of our flourishing and diverse university. We hope you are excited about your new opportunity and we want you to know that we are here to help you settle in as smoothly as possible. Therefore, we would like to share some important information that will assist you with your onboarding process. More resources for new employees may be found at http://hr.nmsu.edu/employment/new/.

PRIOR TO YOUR FIRST DAY

Below are some items that are either required from you or are important for us to share with you. You will need access to the internet and a printer to complete some of these tasks. Therefore, you may voluntarily complete these using your own resources or you may work with your hiring department on accessing and completing this information on your first day of employment.

REQUIRED ACCOUNT SETUP

Please establish your required MyNMSU account by going to https://my.nmsu.edu and select Create an Account. We recommend you use a combination of your first and last name because this will establish your NMSU work email address and provide you with access to various employee tools and systems.

IMPORTANT FORMS TO COMPLETE

Please turn these documents into your hiring department and they will deliver them to central HR Services.

· Required Form I-9 (U.S. Employment Eligibility form): required by 3rd work day. Download at http://www.uscis.gov/sites/default/files/files/form/i-9.pdf
· Form W-4 (Federal Tax Withholding Form): Download at http://www.irs.gov/pub/irs-pdf/fw4.pdf
· Required New Mexico Educational Retirement Board Employee Data Form: Certify your employment with NMSU. Completion required within first 30 days of employment. Download at http://benefits.nmsu.edu/wp-

 HYPERLINK "http://benefits.nmsu.edu/wp-content/uploads/sites/15/2013/04/B_F_NMERB_Employee_Data_Form.docx" content/uploads/sites/15/2013/04/B_F_NMERB_Employee_Data_Form.docx
· Required NMERB Beneficiary Designation: This form is to select your retirement beneficiary. Completion required within first 30 days of employment.
Download at http://www.nmerb.org/pdfs/form42.0113.pdf

· Invitation to Self-Identify: Optional form to disclose age, gender, ethnicity, veteran status, and disability for federal data reporting purposes.
Download at http://hr.nmsu.edu/wp-

 HYPERLINK "http://hr.nmsu.edu/wp-content/uploads/2013/04/E_F_Invitation_to_Self_Identify.docx" content/uploads/2013/04/E_F_Invitation_to_Self_Identify.docx
CAMPUS ACCESS

· Campus Map: Use this map to find your way around the Las Cruces Campus and the Doña Ana Community College.
Download at: http://maps.nmsu.edu/
· Aggie ID Card: Get your official NMSU identification card that provides access to everyday life at NMSU.
Read more about ID card options and benefits at http://idcard.nmsu.edu/
· Parking Permit: If you will be working on the Las Cruces or DACC campus, you may like to purchase a parking permit. Permits allow for access to park in designated lots.
Find information at http://park.nmsu.edu/

POLICY MANUAL

Please review the NMSU policy manual online at http://manual.nmsu.edu/; it provides extensive information regarding employment and operating policies for all classifications of employees.

We would also like to highlight the following important policies regarding employee rights: 3.25 EEO and Diversity on Campus, 3.94 Sexual Harassment Policy - Gender Discrimination, and 4.05 Appeals/Grievances (see 4.05.10 for Discrimination-based Staff and see 4.05.40 for Discrimination - Faculty). If you have been hired into a faculty position, please also see Chapter 5 Human Resources-Faculty Policies.

ONBOARDING PROCESS

NMSU utilizes an electronic system to timely and effectively onboard employees. Once we have

established your access, you will use your MyNMSU credentials to login at

https://jobs.nmsu.edu/hr/ where you will receive and complete all remaining onboarding tasks as they

become active. You will receive instructions via email on how to use the onboarding system.

Once again, congratulations on being selected for your new position. If you have questions about your employment, please visit the Human Resources Service Center in Hadley Hall, Room 17. You may also call 575-646-8000, email hrhelp@nmsu.edu, or visit their website at http://hr.nmsu.edu/.
Sincerely,

Garrey Carruthers, Ph.D.

President

All About Discovery!

Task:  New Employee Introductory Events (new hire) [Email]

Default Owner:  Department Authority


Greetings Hiring Department,

Congratulations, your new employee, {{application__applicant_detail-user__first_name}} {{application__applicant_detail-user__last_name}}, has begun work!

To assist with onboarding your new team member we have developed a couple of checklists that we recommend you utilize with your new employee during their first week on the job.


· The First Day Events checklist is designed to assist you with addressing the typical first day introductions, paperwork, and workplace tour. http://hr.nmsu.edu/wp-content/uploads/2014/08/1st-Day-Checklist-NewHire.docx
· The Departmental Procedures and Training checklist is designed to assist you with discussing general department procedures, expectations, equipment/supplies and safety measures. http://hr.nmsu.edu/wp-content/uploads/2014/08/1st-Week-Dept-Procedures-NewHire.docx
Don't stop at these lists. Feel free to cover other departmental process requirements or other team building and welcoming sentiments you might want to include. Think about your first day on the job; is there anything your new team did or could have done to make the experience positive and memorable?

Thank you.

NMSU Human Resource Services

website: http://hr.nmsu.edu/ | email: hrhelp@nmsu.edu | phone: 575-646-8000


Task:  Verify Receipt of New Hire Forms [Form]

Default Owner:  Human Resources


Please verify receipt of the following documents:

	Form I-9 (required)
	☐

	
	

	Form W-4 (not required)
	☐

	
	

	NMERB Employee Data Form (required)
	☐

	
	

	NMERB Beneficiary Designation Form (required)
	☐

	
	




Task:  HIPAA Notice for NMSU Plans [Email]

Default Owner: Employee

Greetings {{application__applicant_detail-user__first_name}} {{application__applicant_detail-user__last_name}},

New Mexico State University offers benefit plans that utilize employee's personal health information. As an employee who may participate in such plans, it is important you understand your rights to privacy of information under the Health Information Portability and Accountability Act (HIPAA). Please carefully review the HIPAA notice at http://benefits.nmsu.edu/insurance/hipaa/.

Questions regarding these plans or the HIPAA notice should be directed to Benefit Services.

Sincerely,

NMSU Benefit Services, a division of HR Services

website: http://benefits.nmsu.edu/ | email: benefits@nmsu.edu | phone: 575-646-8000


Task:  COBRA Notice [File Distribution]

Task Owner:  Employee

Description:



Notice of Group Health Coverage Under COBRA

File Download:



Click here to download COBRA_Notice.docx

File Description:



For regulatory purposes, you will need to download the COBRA_Notice

above to complete this task.


Task:  Policy Acknowledgement [Simple]

Default Owner:  Employee


Task Details: As an employee of New Mexico State University you must be cognizant of the NMSU Policy Manual. The manual is maintained online by the Office of General Counsel and is modified and enhanced as needed therefore printed copies are not distributed.

You are encouraged to review the manual in its entirety at http://manual.nmsu.edu/. Additionally, you must be aware of and understand the employment policies specifically listed within this task.

ACKNOWLEDGEMENT


By marking this task complete: 1) You acknowledge that you have read and understood the employment policies specifically listed below; 2) You acknowledge that you understand where to find the NMSU policy manual; and 3) You acknowledge that you will comply with the NMSU policies.

If you have questions at any time regarding NMSU Policies and Procedures, you will consult with your immediate supervisor or Human Resource Services personnel.

Chapter 3: Employee, Student and Visitor Codes of Conduct

· 3.20 Conflicts of Interests and Conflicts of Commitment in General
· 3.21 Conflicts of Interest and Commitment in Sponsored Activities
· 3.25 Discrimination, Harassment and Sexual Misconduct on Campus
· 3.40 Drug-Free Workplace
Chapter 4: Human Resource - General Policies

· 4.05 Appeals/Grievances
· 4.30 Hiring
Chapter 5: Human Resources-Faculty Policies

· 5.90 Promotion and Tenure
Chapter 7: Human Resources - Employee Benefits

· 7.20 Leaves (7.20.25 – 7.20.85)
Chapter 8: Human Resources - Staff Policies

· 8.30 Disciplinary Action/Involuntary Termination
· 8.50 Performance Evaluation/Probationary Period (Probationary rights found at: http://hr.nmsu.edu/employment/new/probation/)
Nonexempt (Hourly) Status Resources

· Collective Bargaining Agreement- See full contract at http://hr.nmsu.edu/elr/labor/. Specifically, see Article 3 Recognition for eligibility.

NMSU Human Resource Services

http://hr.nmsu.edu/ | email: hrhelp@nmsu.edu | ph: 575-646-8000


Task:  Compliance Training- Required [Simple]

Default Owner:  Employee


Task Details: You are required to complete the following compliance training courses. Please register for and attend an upcoming session of each within your first two months of employment. By marking this task complete, you acknowledge that you have completed the trainings listed below.

Employee Safety & Hazard Communication (Right-to-Know)


Register at http://safety.nmsu.edu/training/class_desc_outline.htm#Class List
Title IX & Campus SaVE Act

Register at http://training.nmsu.edu/compliance/
