Orientation – New Employee Checklist

The purpose of the orientation check-list is to provide a structure for ensuring that new Hunter Library employees are informed and made welcome when they arrive.  Each unit will have its own priorities and training procedures in addition to this general introduction to Western and Hunter.
Before arrival 

Send to new staff member (or phone)
O
· Note with welcome and info on when, 

· where to arrive, who to ask for

O
· Where to park, permit information
O
· Announce to current staff

O
Workspace set-up including

· Desk, chair, etc,(Unit Head/Dora Wike) 
O
· Telephone  (Dora)


O
· Computer
(Jill Ellern)

O
· Supplies -calendar, pens, paper, trash can,       stapler, scissors, tape, etc.

O

Documents for new staff

· Survival Guide
(Gloria)


O
· Organizational Chart  (Gloria)

O
· Campus map  (Gloria)


O
· Phone books  (Dora)


O
· HL New Faculty Guide (EPA & SPA)  
O
· Faculty Handbook (if EPA) (HRO)
O
First day of work

Meet with supervisor who manages or discusses:

· Meet unit members


O
· Call re appointment with WCU Human Resources Office 


O
· Staff ID card



O
· Campus parking 


O
· 1st paycheck



O
· Working hours



O
· Primary activities of unit


O
· Short term goals


O
· Confidentiality & ethics (very important for those that have access to patron records)O
· University Policies (where to find them)
O
· Managing office conflicts

O
· Staff meetings



O
· Review job description


O
· Review workplan


O
· Review evaluation criteria

O
Within the first week
· Tour of library units – 1-2 units at a time
O
· Computer, Vax account, E-mail  (Jill Ellern)
· Hardware and software – backing up, 

      shutting down, printing, work and data 

      processing, personal use, memory problems 

      of computer system


O
· University Policy on computer usage  
O
· CC Helpline



O
· Library Insider URL


O
Supervisors arrange further support as needed:

· Office organization (files, meetings, etc)
O
· Supplies, how to order


O
· Keys, if needed



O
· Telephone etiquette – orientation
O
          Phone log for long-distance calls

O
· Handling mail



O
· Fax machine, locations, and policy
O
· Photocopy procedures - where, how to, 

      paper supply, policy, # copies, 

      personal copies



O
· Timesheets, Leave forms 

O
· Vacation/sick/personal leave policies
O
· Travel and reimbursement (if app)
O
· Phone credit card (if app)

O
· Café discount card


O
· Location: snackbar, breakroom, restroomsO
· Access on nights and weekends if app
 O
· Health Services (Graham) – location, useO
· Fitness Center (Reid) – location and use O
· HAC fund, coffee fund, if available
O
· Friends of the Library


O
· Campus social, sports, cultural events
O
Within first month

· New EPA meet with unit heads

 
Within six months

· Meet on regular basis with supervisor to discuss issues, review job description and performance evaluation
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