
department checklist

revised jan 2023

new faculty member name

email address

job title

office #/bldg office extension

uin #

A#

prior to arrival

workday

confirm access to

office setup

on the first day

within the first week

department orientation to include

within the first 30 days

notes

Contact HR Immigration Specialist if new faculty is a foreign national

obtain copy of the appointment letter/critical information

confirm uin (universal identification number) & A# has been created and

received

submit credentialing packet

outlook account created

run the onboarding status summary report and remind faculty to

complete all onboarding steps

banner

faculty self service

digital measures

S.A.I.L.

maestro

degree planner

obtain telephone access

arrange for building access/order key

prepare office space/computer check

status of text book orders

door plate

order business cards

update departmental website

obtain class syllabi/office hours

confirm sand dollar id card has been obtained 

keys and building access processes 

provide information about it access

provide long distance pin

provide library copier code

for onboarding faculty

concur set-up

process relocation reimbursement, if applicable

provide procurement and travel card, if needed

ferpa training has been completed

use of media & media assistance

travel for field trips/forms/procedures

information security (laptop encryption & permit)

phones in classrooms and safety

code blue emergency notification system

mail shipping/receiving (discuss personal items)

reserving facilities/events

information on research office, grants, etc.

process for hiring students

parking

notices: Outside employment, arrests, faculty handbook,

faculty senate, center for faculty excellence

confirm onboarding has been completed

provide travel & procurement credit cards

schedule safety training - travel for field trips

cart use training

schedule lab safety training

confirm completion of required state and tamus trainings

summer camps/child protection

 ** some items may not be applicable to 

 each new faculty member. ** 
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HUMAN RESOURCES  --   2630

ACADEMIC SERVICES  --   2838

EMPLOYEE DEVELOPMENT  --   5826

CAREER SERVICES  --   2628

IT SUPPORT  --   2692

MAIL SERVICES  --   2684

UNIVERSITY POLICE DEPT  --   3739

PRINT SHOP  --   5679

PROCUREMENTS & DISBURSEMENTS  --   2617

REGISTRAR  --   7024

RESEARCH OFFICE  --   3881

SAFETY OFFICE  --   5555

SANDDOLLAR OFFICE  --   5978

TELECOMMUNICATIONS  --   2100

TRAVEL OFFICE  --   2749

department checklist
for onboarding faculty

revised jan 2023

Human Resources & PAYROLL

Natural Resources Center, 2nd Floor, Suite 2425

361.825.2630

human.resources@tamucc.edu  | employment@tamucc.edu

benefits@tamucc.edu | payroll@tamucc.edu 

contact for help

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

mailto:payroll@tamucc.edu
mailto:payroll@tamucc.edu
mailto:payroll@tamucc.edu
mailto:benefits@tamucc.edu
mailto:payroll@tamucc.edu
mailto:payroll@tamucc.edu

	Check Box2: 
	0: 
	0: Off
	1: Off

	1: 
	0: Off
	1: Off

	2: 
	1: Off

	3: 
	0: Off
	1: Off

	4: 
	1: Off

	5: 
	0: Off
	1: Off

	6: 
	0: Off
	1: Off

	7: 
	0: Off
	1: Off

	8: 
	0: Off
	1: Off

	9: 
	0: Off
	1: Off

	10: 
	1: Off

	11: 
	1: Off

	12: 
	1: Off

	13: 
	1: Off

	14: 
	0: Off
	1: Off

	15: 
	0: Off
	1: Off

	16: 
	0: Off

	17: 
	0: Off

	24: 
	0: Off

	25: 
	0: Off

	26: 
	0: Off

	27: 
	0: Off

	28: 
	0: Off
	1: Off

	29: 
	0: Off
	1: Off

	30: 
	0: Off
	1: Off

	31: 
	0: Off
	1: Off

	32: 
	1: Off

	33: 
	1: Off

	34: 
	1: Off

	36: 
	0: Off

	37: 
	0: Off

	38: 
	0: Off

	39: 
	0: Off

	40: 
	0: Off


	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 


