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SAN JUAN COLLEGE
NEW EMPLOYEE ORIENTATION

SUPERVISOR’S CHECKLIST

New Employee’s Name

Title


Department

Start Date


Supervisor’s Name


PURPOSE:
This checklist provides the supervisor with an outline to follow in welcoming and introducing new SJC personnel.  This is your greatest opportunity to win their loyalty, stimulate their interest, and enable them to produce satisfactorily.

Check each item to be sure you have welcomed the new employee properly and have given him/her all required and necessary information.
BEFORE THE EMPLOYEE STARTS WORK

Prepare for the new employee

	
	Check

	1.  Review background:  work experience, education, training, etc.
	

	2.  Have current responsibilities, job description or a list of duties and responsibilities ready to discuss.
	

	3. Have work area, equipment, and supplies:

 FORMCHECKBOX 
 computer

 FORMCHECKBOX 
 computer account

 FORMCHECKBOX 
 e-mail address

 FORMCHECKBOX 
 telephone & extension number

 FORMCHECKBOX 
 business cards, if applicable

 FORMCHECKBOX 
 nameplate & name badge

 FORMCHECKBOX 
 keys
	

	4.  Inform department of arrival of new employee so they know and will be ready to welcome the new employee.
	

	5.  Develop on the job training plan and identify key employees, which will participate in training.
	

	6.  Arrange for lunch on the first day of employment to include the new employee, mentor, and other employees as appropriate.
	

	7.  Prepare departmental materials pertinent to the new employee’s job, (other than information provided by the Human Resources department).
	


FIRST DAY

Welcome new employee

	
	Check

	1.  Make appointment with Human Resource Office, Benefits Manager
	

	2.  Show the new employee their work area and assigned equipment (provide key and tools).
	

	3.  Explain working relationship within the college and meet co-workers.
	

	4.  Introduce new employee to mentor and suggest that mentor join you for lunch with the new employee when scheduled.  (Supervisor should try to accompany both mentor and new employee for lunch.)
	

	5.  Review job description with new employee in as much detail as possible.
	

	6.  Explain evaluation process, probationary period, goals and training plans for the first few months.
	

	7. Describe functions of department, provide department policies and procedures.

 FORMCHECKBOX 
 work hours

 FORMCHECKBOX 
 punctuality and attendance

 FORMCHECKBOX 
 lunch hour/breaks

 FORMCHECKBOX 
 telephone usage, procedures, phone system, transfer calls, long distance calls, and provide employee with on-campus directory
	


SECOND DAY

	
	Check

	1.  Show and discuss SJC organizational chart and list of administrators.
	

	2.  Inform about SJC Foundation.
	

	3.  Explain membership on various councils, such as College Association, Faculty/ Staff Affairs Council, Instructional Affairs Council, President’s Advisory Council, etc.
	

	4.  Review employee handbook and policies related to employment.
	


THIRD DAY

Explain Procedures of Department:
	
	Check

	1.  Safety and security policies and procedures.
	

	2.  Time sheets and how to pick up their check if appropriate.
	

	3.  Purchasing procedures:  when, where, who.
	

	4.  Bulletin boards, authorized e-mail use, rules and regulations.
	

	5.  Maintenance requests, forms and services.
	

	6.  Media repair requests, operation and set-up, if appropriate.
	


ACCOUNTABILITY

End of second week

	
	Check

	1.  Supervisor should have received and reviewed Mentor’s completed checklist.
	

	2.  Supervisor should have a question and answer period between new employee and supervisor
	

	3.  Supervisor should review performance evaluation expectations.
	

	4.  Supervisor submits completed checklists to the Human Resources department.
	


Supervisor’s Signature
Date

