
Onboarding Protocols during COVID-19  
 

Department Onboarding Protocols 
Should a department wish to hire an individual, they should observe the following protocols regarding 
the onboarding process depending on the individual’s previous work history with NAU. Should a 
department not know or has any questions regarding an employee’s work history with NAU, please 
contact Human Resources for more information. 
 

Concurrent Hire or Hired within 6 Months of Termination 
If a department knows that an individual is an active employee at NAU or if they were a prior employee 
at NAU whose position was terminated within the last 6 months, a new hire packet, I-9 verification, 
fingerprinting, and background check are not required. There is no change to current hiring policies or 
practices for these individuals. 
 

New Hire or Hired after 6 Months of Termination 
If a department knows that an individual has never worked for NAU or if their most recent position with 
NAU was terminated over 6 months ago, please observe the following onboarding processes. 
 

New Hire Packet/I-9 Verification 
A new hire packet will be required for all new employees to NAU and prior employees whose most 
recent position was terminated over 6 months ago. Additionally, in accordance with DHS guidelines, all I-
9 verifications will need to be completed in-person either at Human Resources or by the employee's 
department. I-9 documents submitted electronically for verification will no longer be accepted. 
 
If an employee had sent in their I-9 documents electronically for verification purposes, they will need to 
bring their original physical documents to an authorized NAU representative (Human Resources, 
department administrator, employee's supervisor, etc.) to be examined in person. Supervisors and 
department administrators will need to verify that the documents have been examined by sending an 
email to Maxim Pitroff (Maxim.Pitroff@nau.edu) with the following information so the employee's 
records can be updated: 
 

 Employee's name 

 Employee's ID number 

 Documents examined 
 

Fingerprinting 
Fingerprinting can now be scheduled through the online Waitwhile app via 
https://v2.waitwhile.com/welcome/humanresources2. Walk-in appointments will not be accepted until 
further notice. 
 

Background Check 
A new background check will be required if an employee has not worked for NAU within the last 6 
months. There is no change to the current background check process for these individuals. 

 

https://v2.waitwhile.com/welcome/humanresources2

