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New Hire Checklist – Faculty, Staff, and Graduate Assistants

(All checklist items may not be pertinent to new hires in the Veterinary Diagnostic Laboratory (VDL) and the Veterinary Medical Center (VMC); the VDL and VMC may use a separate checklist as a supplement to the College checklist.)

	EMPLOYEE INFORMATION
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name:
	
	
	
	
	Start date:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Position:
	
	
	
	
	Supervisor:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	EMPLOYEE ACTIONS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Done N/A
	Employee Group
	
	
	
	
	
	
	
	Action

	
	Faculty, Staff, Graduate Assistants
	Provide I-9 documentation to Unit Administrator within 3 days of hire

	____ ____
	
	
	date

	____ ____ Faculty, Staff
	Review “New Employee Toolkits” on the MSU Human Resources

	
	website (https://hr.msu.edu/toolkits/new-employees.html)

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Visit ALEX – The Virtual Benefits Counselor (educational tool to

	____ ____ Faculty, Staff, Graduate Assistants
	help walk through MSU benefits

	
	
	
	(https://www.hr.msu.edu/benefits/alex.html)

	
	
	
	
	
	
	
	
	
	
	

	____ ____ Faculty, Graduate Assistants
	Activate MSU NetID (https://netid.msu.edu)

	
	
	
	
	
	
	
	
	
	
	

	____ ____ Faculty, Graduate Assistants
	MSU Spartan Card (Photo ID Card), visit MSU Net ID Office, International

	
	Center, 427 North Shaw Lane, Room 170

	
	
	
	

	____ ____ Faculty, Graduate Assistants
	Two-Factor Authentication https://secureit.msu.edu/two-

	
	factor/register.html)
	
	

	
	
	
	
	
	

	
	
	
	
	

	____ ____ Faculty, Graduate Assistants
	W-4, Direct Deposit or Pay Card (EBS portal, Employee Self-Service)

	____ ____ Faculty, Graduate Assistants
	Parking Pass, visit MSU Police, Police and Public Safety Building, 1120

	
	Red Cedar Road

	
	
	
	

	
	
	
	Contact MSU Human Resources (Nisbet Building, 353-4434) for Benefit

	____ ____ Faculty, Graduate Assistants
	Program and Enrollment Information

	____ ____ Faculty
	
	Faculty Orientation (offered in August of each year)

	
	
	
	New Hire Orientation, visit MSU Human Resources, Nisbet Building,

	____ ____ Staff
	
	1407 S. Harrison Road, Room 110 (NetID, Spartan Card, Two-Factor

	
	
	Authentication, W-4, Direct Deposit, Parking Pass, Benefit Enrollment,

	
	
	
	University Policies)

	
	
	
	Transfer MSU Email to Department Email (https://mail.msu.edu) under

	____ ____ Faculty, Staff, Graduate Assistants
	MSU Prefs tab
	
	


	____ ____ Faculty, Staff, Graduate Assistants
	Sign up for Emergency Alerts (http://alert.msu.edu/)

	
	
	
	
	
	

	____ ____ Faculty, Staff, Graduate Assistants
	Review CVM Policies, Procedures and Guidelines (Groups (S:)

	
	Drive>CVM Public Documents READ)

	
	

	SUPERVISOR/UNIT ADMINISTRATOR ACTIONS – INFORMATION TECHNOLOGY SYSTEMS AND RECORDS

	Done N/A
	Employee Group
	
	
	Action

	____ ____ Faculty, Staff, Graduate Assistants
	CVM Keller Technology Center New User Form; complete and attach to

	
	
	an IT Services Support help desk ticket (ITHelp@msu.edu)

	
	
	Veterinary Medical Complex or other Building Door Access Request

	____ ____ Faculty, Staff, Graduate Assistants
	(Refer to Badge Access Policy/SOP under Groups (S:) Drive>CVM Public

	
	
	Documents READ>Badge Access Policy

	____ ____ Faculty, Staff, Graduate Assistants
	EBS (SAP, Kuali, D65), submit Access Request Memoranda (ARM or

	
	E-ARM)

	____ ____ Faculty, Staff, Graduate Assistants
	Add Employee to CVM Distribution Lists (refer to Groups (S:) Drive>CVM

	
	Public Documents READ>E-mail_MS Outlook Documents

	
	
	Update CVM website employee directory by e-mailing

	____ ____ Faculty, Staff, Graduate Assistants
	webmaster@cvm.msu.edu with the name, business title, department,

	
	
	
	

	
	
	address, telephone number and e-mail address of new employee



SUPERVISOR/UNIT ADMINISTRATOR ACTIONS – WORK STATION AND BUSINESS NEEDS

	Done N/A
	Employee Group
	Action

	
	
	Computer/Laptop and other peripheral equipment (printers, scanners,

	____ ____ Faculty, Staff, Graduate Assistants
	cameras, etc.) – submit IT Help Desk Ticket at ITHelp@msu.edu to

	
	
	
	
	

	
	
	schedule consultation on IT equipment needed for new employee

	____ ____ Faculty, Staff, Graduate Assistants
	Telephone (desk, cellular)

	____ ____ Faculty, Staff, Graduate Assistants
	Keys (building, office, desk, files, vehicles, lockers, etc.); refer to Groups

	
	(S:) Drive>CVM Public Documents READ>CVM Key Policy

	____ ____ Faculty, Staff
	Purchase Card (P-Card); refer to Groups (S:) Drive>CVM Public

	
	Documents READ>Pcard

	____ ____ Faculty, Staff
	Business Cards, office nameplates

	____ ____ Faculty, Staff, Graduate Assistants
	Mailbox

	____ ____ Faculty, Staff, Graduate Assistants
	Office Supplies

	____ ____ Faculty, Staff, Graduate Assistants
	Uniforms/gear/tools/instruments/job accessories

	____ ____ Faculty, Staff, Graduate Assistants
	Radiation Detection Badges

	____ ____ Faculty, Staff, Graduate Assistants
	Access cards


SUPERVISOR/UNIT ADMINISTRATOR ACTIONS – CVM/DEPARTMENT ORIENTATION

	Done N/A
	Employee Group
	Action

	
	
	Assign onboarding peer to assist with general questions and be a go-to

	____ ____ Faculty, Staff, Graduate Assistants
	person for office equipment (telephone, copier, scanner, fax machine),

	
	
	ordering supplies, sending mail (MSU and external), expense reports,

	
	
	travel authorizations, purchase requests, account numbers, etc.

	____ ____ Faculty, Staff, Graduate Assistants
	Introductions to team

	
	
	Tour facility (include emergency exits and reporting area, restrooms,

	____ ____ Faculty, Staff, Graduate Assistants
	mail room, break rooms, bulletin boards, copy and office supply rooms,

	
	
	cafeteria or Sparty’s, etc.) and make introductions to key personnel

	
	
	Complete and sign Driver Certification Form and deliver to Facilities

	____ ____ Faculty, Staff, Graduate Assistants
	Manager

	____ ____ Faculty, Staff, Graduate Assistants
	Review CVM/Department mission, strategy and organizational structure

	____ ____ Faculty, Staff, Graduate Assistants
	Review initial job assignments and training plans

	
	
	Review position description and performance expectations/standards; ;

	____ ____ Faculty, Staff, Graduate Assistants
	performance feedback and appraisal process (University Performance

	
	Excellence Program for Support Staff); and set performance and

	
	
	development goals

	
	
	Review work hours, payroll schedule, requesting and recording

	____ ____ Faculty, Staff, Graduate Assistants
	overtime and time off

	
	
	Provide computer orientation on CVM website, shared and personal

	____ ____ Faculty, Staff, Graduate Assistants
	network drives, department databases, department calendars,

	
	
	scheduling conference rooms, using distribution lists, etc.

	
	
	Review Emergency Evacuation Information (Groups (S:) Drive>CVM

	____ ____ Faculty, Staff, Graduate Assistants
	Public Documents-READ); Animal Cruelty Reporting Policy (Groups (S:)

	
	
	Drive>CVM Public Documents-READ); and other pertinent policies

	____ ____ Faculty, Staff, Graduate Assistants
	Schedule CVM photograph

	____ ____ Faculty, Staff, Graduate Assistants
	Review appropriate attire for workplace or lab

	

	SUPERVISOR/UNIT ADMINISTRATOR ACTIONS – TRAINING

	Done N/A
	Employee Group
	Action

	
	
	Relationship Violence and Sexual Misconduct Education (new employee

	____ ____ Faculty, Staff, Graduate Assistants
	must complete this training with 30 days of start date; new employee

	
	will receive an e-mail to the MSU e-mail account with instructions to


complete the training)

Spartan Experience (EBS portal, Employee-Self Service>Professional

____ ____ Staff

Development)

	
	Performance Excellence (EBS portal, Employee-Self Service>Professional

	____ ____ Staff, Faculty who Supervise Staff
	Development>Training Opportunities>elevateU>search MSU

	
	Performance Excellence>select Employee Course or Supervisor

	
	

	
	Course>Select Launch

	
	Supervisor Essentials (EBS portal, Employee-Self Service>Professional

	____ ____ Faculty, Staff
	Development)

	
	elevateU for professional development and position-specific training

	____ ____ Faculty, Staff, Graduate Assistants
	and resources (EBS portal, Employee-Self Service>Professional

	
	Development)

	____ ____ Faculty, Staff, Graduate Assistants
	Animal Care and Use Training (IACUC website)

	
	Radiation Safety, Chemical Safety, Biological Safety, Animal Handler,

	____ ____ Faculty, Staff, Graduate Assistants
	and/or Hazardous Waste Training (EHS website)
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