
 

 
 
SUPERVISOR’S ONBOARDING CHECKLIST 

 
New Hire’s Name:  Supervisor’s Name:  

Position:  Start Date:  
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Welcome your new employee for their first day expectations and logistics. 

 Full-Time – Part-Time Employees 

 Adjuncts/Casual Employees 

 

Supervisor must complete the Ed Tech Form: Submit New Hire Ed Tech Form for technology needs as 
soon as you receive the HR acceptance email for your new hire.  Click here for form.  Email questions to 

nmchelp@methodistcollege.edu. This step now includes setup for phone/voicemail and sign-on requests.  

 

If your new hire is going to need access and/or clock-in off-site to Kronos. Please open an IT request for this 
employee to clock in via Tele-time from their cellphone. This has to be opened by the employees’ 
supervisor. Please include the employee’s cell phone and IT will set them up. Ask your new hire to follow 
Kronos-Tele time Clock-In Instructions (this is in the new hire’s checklist).  

 

Arrange first day lunch with supervisor and team. Optional: you can delegate through your admin to order 
and reserve a room.  

 
Email the college announcing new hire's start date, role, bio & meet-n-greet. Click here for email template. 

 

Plan the employee’s first assignment(s) (ones that allow them to succeed on their first day) and schedule 
time on your calendar to follow up at the end of the first day. Please feel free to use Andrew Skarka as a 
resource to help organize wayfinding. 

 

Set up meet and greet meetings with new hire peers as appropriate.  If new employee is faculty, schedule 
time for to visit with the Faculty Senate President. 

 Have your new hire review COVID Resources. Click Here 
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Schedule a position-specific orientation for your new hire that is customized to your department and their 
position’s duties. For example, you may have a mentoring program to start with the new hire.   

 

Review first week schedule, work hours, access & building hours, and dependent on position logging into 
Kronos, clocking in/out, PTO submissions. Click Here to review Kronos Employee Manual document.   

 

Exchange home/cell phone numbers. Add to departmental phone tree, if applicable. Give Victoria at front 
entrance new hire’s contact information so she can update her directory.  

 
Review administrative resources such as Mail/Incoming/Outgoing/Shipping, Equipment/Supplies. 

 Add regularly scheduled department meetings to employee’s calendar. 

 

We are a strengths based college campus. Inform new hire about the importance of participating in 
StrengthsFinders. They will need to register for a code. Details are in their New Hire Employee Checklist. 
Email PD@methodistcollege.edu for questions.  

 

https://my.methodistcollege.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=dd90f6d0-fb36-4bdc-9114-72df2c051c68
https://my.methodistcollege.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=3e94c073-b300-4019-a9be-e11726c2ac4a
https://my.methodistcollege.edu/ICS/You_Matter/ON-BOARDING.jnz?portlet=EX_FormFlow_-_Forms&screen=FormView&form=60bcd08e-f764-488a-925d-15f000666848
mailto:nmchelp@methodistcollege.edu
https://nmhs.service-now.com/sp?id=sc_cat_item&sys_id=a6aedcac4f871700e8babc218110c781&referrer=popular_items
https://my.methodistcollege.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=361a4fc0-5da9-4ca6-b9af-dbed29c8269c
https://www.methodistcollege.edu/en/covid-19
http://mhsintranet.nmhs.org/Main/kronos-upgrade-education.aspx
mailto:PD@methodistcollege.edu
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