
 

Instructions for Onboarding 

Faculty and Staff Form 

New Human Resources Process for MU Faculty and Staff 

In an effort to provide all new employees with a more uniform onboarding experience, 
Human Resources will begin onboarding both new full-time Staff and Faculty.  (Excluding 
SOM Faculty and MURC). 

What will be included in this new process? 

• Faculty and Staff Onboarding – Human Resources will begin scheduling new 
faculty for onboarding appointments (excluding SOM faculty and MURC). This will 
follow the same process we currently use for new staff hires.  

o This will include the completion of all pre-hire paperwork. During this 
appointment, Human Resources will review required employment 
documentation, and ensure all onboarding requirements are completed prior 
to the employee’s start date. 
 

• Benefits Sessions – Human Resources will also schedule benefits sessions for new 
full-time faculty and staff (excluding SOM faculty and MURC).  

o Departments will no longer need to complete this step but will receive the 
benefits registration notification so they are aware of the scheduled session.  

o New employees will initially be scheduled for an in-person session for 
enrollment tracking. However, the benefits coordinator will contact the 
employee to confirm their preference of an in-person or online enrollment. 
 

• PAR Processing – Human Resources will process all new hire PARs for full-time 
faculty and staff, excluding School of Medicine (SOM) faculty and MURC.  

o NOTE: PARs for current employees will continue to be processed by 
departments. 

The Onboarding Information Form for Faculty and Staff will be used for full-time faculty 
and staff hires (see note below). It will be routed to and processed by Human Resources, 
Department Business Managers or other designated departmental approvers, and 
Academic Affairs (for faculty).  

 

• ** Please note: This process will not apply to School of Medicine faculty and MURC.  



Please see the list below for the steps and the participants. 

Step 1 - Human Resources 

• The first section will be completed by Human Resources.  

 

• Human Resources will also be assigned fields in the Employee Information section 
of the form. Human Resources will indicate whether the position is Faculty or Staff 
using the drop-down menu, followed by selecting the employment type—Current, 
New, or Former employee. Human Resources will also enter the employee’s name, 
position number, title, and department, along with any additional departmental 
contacts who should receive notifications related to this form. 
 

• Once Human Resources signs off as the Initiator, the form will then be routed to the 
Business Manager/Approver to provide remaining information.  

 
 



Step 2 - Business Manager/Approver 

• The Business Manager/Or Other Approver will receive an email notification that 
includes the candidate’s information entered by Human Resources, along with a 
link inviting them to complete their section of the form. 

 

• For Business Managers/Or Other Approver, they will need to complete the 
remaining information which may differ between faculty and staff. This information 
could be start time, where to report, specifics on what to wear, etc. 

 



You will also need to complete the I-9 Information section. You will need select one of two 
options: 

• In-Person I-9 (completed during the onboarding appointment). 

• Remote I-9 Everywhere, which carries a $10 charge to the department. If this 
option is selected, the Business Manager must complete the I-9 Everywhere request 
form with state funding information.  

** Please note: If the individual is a current employee transitioning to another position 
within the University, the I-9 section will not populate. The Business Manager should 
proceed directly to their signature box to sign off. 

 

 

• You will then scroll down to the approval box and select one of the following options 
for Making the Job Offer: 
 

o The department will contact the candidate. 
o The department would like Human Resources to contact the candidate. 

Please note: Human Resources will contact each candidate regardless if the 
department made the offer, to schedule their onboarding appointment and benefits 
session. 

For Faculty - The faculty salary will populate in the Business Manager/Approver 
signature box from what was entered from the top section (Employee Information). If 
the salary needs to be changed, it will need to be changed at the top of the form.  



 

• Once Business Manager/Or Other Approver signs off on the form: 
 

o For Faculty Hires –It will then be routed to Academic Affairs for approval. 
Once they approve the form, it will route to Human Resources.  

o For Staff Hires – It will skip the Academic Affairs section and be routed to 
Human Resources.  

For positions that need to go through Academic Affairs, the Business Manager/Or Other 
Approver will receive the following Confirmation Email. 

 
 

 

 



Faculty Positions Only 

Step 3 – Academic Affairs  

• Academic Affairs will either approve the form or send it back to Business 
Manager/Or Other Approver for revision of Faculty start date and/or salary. 

• Once the form is approved, it will then move to Human Resources 
• If the department chooses to extend the offer to the candidate, you will move 

forward with Step 4.  
 

o If the department requests that Human Resources extend the offer, Step 4 
will not be required, as Human Resources will manage the offer process. 

o A notification will be sent from Human Resources regardless of who makes 
the offer.  

 

Step 4 – Business Manager or Other Approver Confirmation 
Section  

If the department selected that they wanted to make the offer for their faculty, after 
Academic Affairs has approved the form, it will be routed back to the Business 
Manager/Other Approver (a second time) indicating that approval has been granted to 
extend an offer to the candidate. 

After the offer has been made, the Business Manager/Other Approver will then record 
whether the candidate accepted or declined the position. 

** The Business Manager/Other Approver will only receive the following two emails if they 
indicate that the department would like to contact the candidate to extend an offer: 

• The first is the Permission to Hire email.  

• The second is the email for the Business Manager or Other Approver to confirm or 
state whether the candidate has accepted or declined the position. 

 



 

 

 

 



A.) If the faculty candidate accepts the offer 
a. Human Resources will receive the form and will handle the onboarding call.  
b. The department will receive a welcome email as shown below once Human 

Resources has completed the onboarding call with the candidate. 

 

B.)  If the faculty candidate declines the offer: 
a. The Business Manager will select “decline,” and Human Resources will mark 

in their section that the candidate has declined the offer.  
b. The department will receive the decline email as shown below. 
c. The department can move forward with a new candidate by completing a 

new proposed appointment form.  



 

Staff Positions Only 
For Staff Hires, the Business Manager will not receive the form a second time. Instead, the 
HR Recruiting Team will email the department separately with the approved salary and 
potential start dates. 

The department will then need to reply to the Recruiting Team to confirm the candidate’s 
decision.  See Step 5 – Human Resources for detailed information.  

 

 

Step 5 - Human Resources 

Once Human Resources receives the form for final approval  

• For Staff Hires, the Recruiting Team will then forward the candidate’s information to 
the Compensation Team for salary review (for staff position only). 

• Once the compensation review is complete, the department will receive a separate 
email with the approved salary and proposed start date.  The department will then 
need to respond to Human Resources via email to confirm the candidate’s 
decision. 
 



 

Step 6 - Human Resources Onboarding Final Step 

• Human Resources will then conduct an onboarding call with the candidate (Faculty 
and Staff) to schedule their onboarding appointment, pending they accepted the 
position with the department. 

• Once the call is completed, Human Resources will complete the final section of the 
form, and the Business Manager/Approver will receive confirmation that the 
process is complete. 

 

• Confirmation Email will be sent to the Business Manager/Approver and the 
Department contacts that were listed on the form once Human Resources 
completes the form. 

Accepted position 

• Human Resources will complete the background request and register the new hire 
for the Benefits Session. 

• Departments will continue to receive a welcome email for all staff and faculty hires. 
This email will include the employee’s title, salary, onboarding appointment date, 
and benefits session date as shown below. 



• Human Resources will then complete the PAR for all full-time faculty and staff new 
hires (excluding SOM Faculty and MURC). 

*** Please Note: For current employees that will be transferring to another department or 
position, the receiving department will continue to complete the PAR. 

 

 

 
If you have any questions, please feel free to contact recruiting@marshall.edu 

mailto:recruiting@marshall.edu

