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SAN JUAN COLLEGE
NEW EMPLOYEE ORIENTATION

MENTOR’S CHECKLIST

New Employee’s Name

Title


Mentor’s Name


	First Day:
	Check

	1.
Introduce to departmental Administrative Assistant (if applicable).
	

	2.
Check with supervisor to see if lunch has been arranged.
	

	3.
Show where the elevator is, handicapped access, rest rooms, drinking fountain, etc.
	

	4.
Explain that, as his/her mentor, you will be available to help him/her get started and learn their way around the college.
	


	First Week:
	

	Areas which should be visited, and key personnel introduced, are:
	

	A.
BUSINESS OFFICE
	Payroll, purchasing, reimbursements.
	

	B. COPY SHOP/LIBRARY/


MEDIA SERVICES
	Printing/copying needs, audio-visual equipment and repairs, library resources.
	

	C.
BOOKSTORE
	Purchasing office supplies, ordering textbooks, private purchases.
	

	D.
STUDENT SERVICES
	Student Counseling, Financial Aid, Special Testing, Registration.  (New Faculty members should spend additional time in this area to become acquainted.)
	

	E.
PHYSICAL PLANT
	
	

	F.
COMPUTER/IT STAFF
	
	

	Other areas are:



	A. Theatre(s)

B. HHPC

C. Planetarium

D. Cafeteria
	E. Technology Building

F. Computer Building

G. Burlington Building

H. Fine Arts Building
	I. Academic Divisions

J. Child Development Center

K. East & West Campuses




	Second Week:
	

	1.  Meet with employee and answer any associated questions.
	

	2.  Mentor should return checklist to employee’s supervisor, who in turn will file checklist with the Human Resources Department by the end of the second week.
	


Dear MENTOR:

You have been asked by a college manager to perform a very important assignment regarding the orientation of the new employee.  The new employee’s first impressions of the college tend to be lasting ones.  Your participation in the orientation program can help those first impressions to be positive ones.

As you fulfill your role as the new employee’s mentor, remember what your first day was like.  The first few days on the job are filled with anxiety.  New employees are somewhat timid and may not be comfortable discussing their questions with a new supervisor.  Being available to the new employee during the first few days and thereafter is your major assignment as a MENTOR.
Your other responsibilities as a MENTOR are:

1. Help reduce the new employee’s anxiety and discomfort in the first couple of weeks of employment by maintaining a friendly relationship.

2. Present a positive image of the college and the job they have been hired to do.  Give the new employee encouragement and the information they need to be successful.

3. Be available to answer questions about college policies, procedures, customs, and work standards.

4. Introduce the new employee to co-workers and people which they will be working with in their position.

5. Help the employee become familiar with the college facilities and where to find those departments which they will be working with.

6. Don’t just tell, but show the new employee those items which they need to know.

7. If the new employee has a problem, listen first and be sure to ask enough questions to carefully determine what the proper solution might be.

If you have any questions about your role and responsibilities as a MENTOR, please ask the new employee’s supervisor or the Human Resources Department.

Supervisor’s Signature
Date

