New Employee Actions and Expectations


On or before your first day: 

· Pick-up your New Hire Packet from the Human Resources office. 

On your first day: 

· Stop by HR to turn in your:

· Form I-9 and supporting documents 

· Federal Tax Forms

· New Hire Packet

· Obtain your University Identification Number (UIN) from Human Resources 

· Discuss benefits and retirement options with Human Resources

· Obtain your Texan ID card from the Texan Card office located in the Tarleton Center (after you have your UIN)

· Obtain your Campus Parking Permit from the University Police office located in the Wisdom Gym building (after you have your UIN) 

During your first month:
· Establish your Single Sign On (SSO) account and Tarleton Connection Employee account
· Complete your required on-line training (Ethics, Creating a Discrimination Free Workplace, Reporting Waste Fraud and Abuse, Orientation to the A&M System, and Information Security Awareness)

· Attend New Employee Orientation (as scheduled)

· Certify your Position Description on-line via Tarleton Connection (Staff employees only)
· Activate your Tarleton e-mail account 

Within you first 60 days of employment:

· Complete your on-line benefits enrollment

Within the first six months:
· Complete the Departmental Orientation Checklist with your supervisor.

· Complete your New Employee Evaluation with your supervisor
