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This checklist is designed to assist with your department’s orientation process and help hiring supervisors prepare 

for the arrival of new employees. Once an employee starts working, he/she can work together with the area 

supervisor to complete the checklist. Supervisors may add additional activities that are relevant to the new 

employee’s area. 

 

Upon Hire - Before a Student Starts Working Department Orientation 

The Hiring Supervisor needs to arrange for the 
student to complete all new hire paperwork with 
the Student Employment Coordinator prior to 
their start. In addition, students will need the 
following information:  

 Original documents for completing I-9 
 




