Haywood Community College

Full-time Employee Orientation Checklist

Employee Name



Position


  

Date



Your immediate supervisor will schedule an entrance interview with you.  Your supervisor will assist in scheduling orientation sessions with other divisions of the college.  The Personnel Officer will arrange a tour of campus at a convenient time.  This orientation schedule is intended to be complete during the first week of employment.

Supervisor Name______________________________
     

Employee initial here__________ Supervisor initial here_________
1. Introduction to the College

2. Working hours:  schedule, workload, pay rate/salary, timesheet

3. Review procedures for absences:  Sickness, tardiness, vacation

4. Discuss issue and care of equipment

5. Review travel regulations and purchasing requisitions

6. Review position description

7. Review and discuss divisional goals

8. Use of telephone, copiers, printing service

9. Discuss mail pickup and delivery

10. Discuss hazardous materials and protective equipment

11. Discuss custodial and clerical support

12. Discuss keys/discuss maintenance work requests

Executive Director of Administrative Services   
Employee initial here__________ Supervisor initial here_________            

1. Explanation of Administrative Services organization

Executive Director of Business Operations 

Employee initial here__________ Supervisor initial here_________
1. Review travel expense procedure

2. Review supply and equipment procedures

3. Explain Bookstore operation

4. Use of College vehicles

Security Department

Employee initial here__________ Supervisor initial here_________
1. Discuss parking regulations

2. Review Security procedures

Human Resources            
Employee initial here__________ Supervisor initial here_________  
1. Tour College – explain College facilities and services

2. Complete payroll deduction forms

3. Discuss benefits:  insurance and retirement options

4. Discuss State Employees’ Credit Union

5. Discuss Policies and Procedure Handbook

6. Discuss Annual, Sick, Holiday, and Compensatory Leave

7. Discuss grievance procedure; sexual harassment policy

8. Discuss Employee Development Plan

9. Discuss reporting of accidents

10. Discuss access to personnel record

11. Review pay date and pay period

____________________________________________________
H.R. Received Date:


Executive Director of Technology and Instructional Support Services         
Employee initial here__________ Supervisor initial here_________          

1. Explanation of Technology

2. Explanation of computer usage policy and procedure

3. Issuance of computer access code

Director of Learning Resources Center 
Employee initial here__________ Supervisor initial here_________
1. Explanation of LRC

2. Tour of LRC

Vice President of Academic Services
Employee initial here__________ Supervisor initial here_________ 
1. Explanation of Instructional Organization – Academic Divisions

a. Natural Resources

b. Business, Health, and Human Services

c. Engineering

d. Applied Technology

e. Liberal Arts and Sciences

2. Types of Program

a. Associate, Diploma and Certificate

3. Instructional Personnel Only:

a. Academic advising 

b. Registration procedure

c. Reporting procedure

d. End of term procedure

e. Program standards

f. Dress code

g. Inclement weather

Vice President of Student Development Services         
Employee initial here__________ Supervisor initial here_________
1. Review of Student Development Services organization

2. Discuss graduation requirements

3. Explain the student activities program and the role of the SGA

4. Issue and discuss Student Handbook

5. Discuss Public Information Office

6. Discuss HCC Foundation

President   (last stop)                                    
Employee initial here__________ Supervisor initial here_________
1. Review mission of Haywood Community College

2. Answer questions

Signature of Employee
                       Date

