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Open Recruitment and onboarding guide for new Staff/ faculty 

Description: This checklist will guide the supervisor in effectively bringing a new employee onboard. It should also be used to integrate an existing employee who transfers from another ASU department. This checklist will walk you through the steps to successfully orient your new employee. Not all items may be applicable to your area or to a transferred employee.
Checklist 
· Consult with your budget authorizer to verify available funds. Confirm account number and salary range and determine where new employee will have office space.
· Consult with ASU Wrigley Institute HR on title and salary. Complete recruitment request form and email to Alyssa Lopez. Note: ASU Central HR advises that it can take up to two weeks for a position to appear to the public for open recruitment. Please plan for your recruiting and hiring needs as far in advance as possible.
· Receive and review draft job posting. ASU Wrigley Institute HR will notify you when position is posted.
· Review applications provided (PDF format). 
· Select candidates to interview and notify ASU Wrigley Institute HR for approval to interview. 
· Prepare your interview questions in advance and provide a copy to each person on the committee. (ASU uses a structured interview process where questions are asked of each candidate in a specific order. All candidates are asked the same questions, rather than tailoring the questions to target a specific individual.)
· Conduct interviews and return interview evaluations and interview questions to ASU Wrigley Institute HR.
· Conduct reference checks and return reference evaluations to ASU Wrigley Institute HR along with desired salary (must be within posted range). *If internal ASU candidate, follow additional steps at bottom of page 3.*
· Wait for ASU Wrigley Institute HR to notify you that appropriate approvals have been received before making verbal offer.
· Once notified of approval, make verbal offer and let ASU Wrigley Institute HR know the response as well as the start date. (It is preferred that start date should coincide with payroll period start date.) 
· As hiring manager, you are responsible for informing other interviewees that they were unsuccessful. Wrigley HR will inform applicants who were not selected for interviews.

· ASU Wrigley Institute HR will provide you with draft offer letter which you will review, sign, and send to candidate via email (copy ASU Wrigley Institute HR).
· Candidate provides signed copy to ASU Wrigley Institute HR.
· ASU Wrigley Institute HR will send “getting started” email to the candidate (after background check clears) and copy you. The email includes new hire payroll packet, benefits, etc. 
· After candidate accepts, it is the hiring manager’s responsibility to notify other interviewees that they were not successful. For those candidates who were not interviewed, ASU Wrigley HR will send an email to let them know. Request assistance with verbiage if needed.

Prior to start date

· Clean cubicle. Set up computer, printer, phone and laptop by completing equipment request and opening a ticket: https://sustainability.asu.edu/internal/index.php
· Order supplies and name plate from 4th floor receptionist. 
· Determine initial tasks and training needs/schedule. 
· Complete ASU Wrigley Institute door access form and key action form and scan by email to Courtney Russell. 
· Appoint a department orientation contact/mentor to help orient the new employee and be a “go to” person when you are unavailable. Decide how to split up tasks below.
On start date

· New employees only: Employee attends ASU New Employee Orientation from 8:00 am to 3:00 pm at University Center (ASU Wrigley Institute HR will register the employee for this orientation)
· Employee gets their SUN card at ASU orientation.
· Employee receives 2 week temporary parking pass, if desired (e.g. lot 59).
· International scholars (J-1 visa holders) check in at International Students and Scholars Center at the Student Services Building, 1st floor.
· Contact Communications team (submit ticket on GIOS website) to add new employee information and schedule employee photo.
· Open a ticket on the internal resources page for technical support to setup shared folder and add new user to appropriate email distribution lists. 

· Help employee set up email account through https://cfo.asu.edu/bts-staff-user-setup. Important to use Outlook (not Gmail).

After Start Date
· Approximately one week after start date, Parking Services will be able to process payroll deduction for parking – new employee must appear at Parking Services in person.

· Contact Alyssa Lopez in HR to order business cards (except TSC and WSSI). 
· Provide key to employee and ensure office space has paper, pens, and writing pad.
· Introduce new employee to colleagues. Take building tour (work facilities/restrooms, break room and copier).
· Discuss time and attendance reporting and explain how supervisor approval is obtained.
· Introduce employee to ASU website and our department pages (i.e. ASU directory, MyASU how to open an ASU HR/IT ticket, and https://sustainability.asu.edu/internal/index.php.
*Additional steps if you wish to offer the position to an internal ASU candidate*
1. Return completed interview evaluation form to ASU Wrigley HR. We will review the candidate’s past performance reviews at OHR.

2. If the current supervisor at ASU is not included as a reference, the hiring manager will let the candidate know that s/he will be calling the supervisor (and ask candidate for name and contact). Ask the supervisor for a candid assessment of the candidate. Return completed reference check form to ASU Wrigley HR.
3. Notify ASU Wrigley HR of amount you wish to offer - we will obtain OHR approval.
4. After offer is approved, ASU Wrigley HR will notify the leaving department Dean/VP/Director that offer is going to be made.

5. Leaving department may wish to negotiate start date or make a counter offer.
6. ASU Wrigley HR will advise hiring manager that verbal offer is approved. You will then call the finalist to make the verbal offer.

7. Advise ASU Wrigley HR of status regarding the candidate’s acceptance and start date. If you wish to offer a higher salary than originally approved, we must first ask for OHR approval.
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