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New Employee Orientation Checklist

Employee Name:  





Effective Date of Appointment:  



This checklist is a guide for the supervisor, new employee, and human resources staff, and should be completed and signed by the appropriate personnel as noted below and returned to the human resources office for inclusion in the employee’s personnel file.

ORIENTATION BY IMMEDIATE SUPERVISOR

OVERVIEW


Focus on the Future  - RCTC Strategic Plan (Vision, Mission, Values, Goals)

History/Current Overview of RCTC – Organizational Structure (http://www.adm.roch.edu/rctc/org-charts/President.pdf) 


Policies/Procedures (http://www.rctc.edu/policies/index.html) 


Employee Handbook (http://www.roch.edu/rctc/hr/index.html) 


RCTC Intranet website (College Crossings, College Committees, etc) (http://www.adm.roch.edu/rctc/) 

GENERAL OFFICE ORIENTATION

Office orientation


Tour of campus offices/introductions


Keys/ID Card


Business card, office sign, name tag


Mail/Office supplies


Duplicating procedures, copy machine usage


Parking permit/regulations


Emergency contact #’s


Long distance procedures, phone ID



PERFORMANCE EXPECTATIONS


Discuss job expectations and position description (submit signed/dated copy of position description to human resources office)


Discuss probationary period, performance appraisal process and procedures, professional development/training

REQUIRED TRAINING


Proper use of equipment [required for maintenance]


Right-to-know, campus security, crisis management  http://www.adm.roch.edu/rctc/safety 


Phone procedures (Voice-mail)


Introduction to RCTC computer system & Groupwise


Customer service orientation

WORK SCHEDULE


Work day issues


Start/quit times


Lunch and break times


Overtime procedures


Payroll


Paycheck/payday information, including pay stub information on the Web (www.finance.state.mn.us/paystub)


Timebook completion, submission

Vacation scheduling


Sick leave usage and reportability


Travel procedures/request

ORIENTATION BY HUMAN RESOURCES STAFF


Provide and ensure completion of personnel forms necessary to implement appointment/placement on payroll


Provide appointment summary letter/memorandum (Date of letter/memo



)


Provide new employee packet and orientation of contents (Date of orientation meeting


)

I have provided employee orientation as noted above:

















Signature of Immediate Supervisor



Date

I have provided employee orientation as noted above:


















Personnel Assistant and DDIR



Date

I have been provided orientation as noted above:

















New Employee Signature




Date

I have provided and/or reviewed orientation of employee:
















Director of Human Resources



Date
