Welcome to

NU“ ARKANSAS TECH
UNIVERSITY

We are excited that you have chosen to become a member of the ATU family of employees! We strive to create
a culture of excellence by providing an exceptional experience for each individual. Use the guide below to ensure
you are prepared to have a great experience on your first day.

Where to Go

You will need to report to the Human Resource office at Brown Hall (RCB) Suite 420, 105 W. O St,
Russellville, AR 72801 on your first day. HR will give you instructions on how to obtain a parking pass, please
have your license plate number information available.

Complete Employment Forms

Please be prepared to complete the following when reporting to the HR Office on your first day.

e Federal I-9 Form — you must provide original documentation, see I-9 Attachment for the list of acceptable
documentation

e Federal and Arkansas State Tax Forms

e Direct Deposit — you will need to provide a voided check or letter from your bank to set up direct deposit

Benefits

The HR team will provide you with information about your benefits and enrollment on your first day of work.
All enrollment elections must be submitted within the first 30 days of employment. The Benefits Specialist will
offer to set an appointment with you to complete the enrollment.

Access

Email/Network Access will be granted after employment forms are completed in HR, including all I-9 forms. If
you need physical keys to your office, your supervisor will complete the required forms on your first day.

You will need to get your Faculty/Staff ID Card. After meeting with HR on your first day of work, please report
to Brown 242 and be prepared to have your picture made!

Trainings

Within 30 days of hire, all new employees must complete certain trainings and acknowledgments, including
Mandated Reporter training. The mandatory trainings can be found on OneTech under the Employee
Mandatory Training card.

All employees must also attend and complete Quarterly New Hire Orientation after their start of employment.
This completed by the HR Team and others on campus, typically in March, June, September, and December.
An invitation will be sent to you and your supervisor via email prior to the scheduled event.

Additional Information

Campus Map —https://www.atu.edu/map/index.php

Benefit Information - https://www.atu.edu/hr/2024Benefits.php

Handbook - https://www.atu.edu/hr/resources-forms.php (bottom right)

New Hire Packet - https://www.atu.edu/hr/docs/2024%20New%20Employee%20Packet%2011924.pdf
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https://www.atu.edu/hr/docs/New%20Hire%20Packet%2001-17-2025.pdf
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