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NEW EMPLOYEE DEPARTMENTAL CHECKLIST
DEPARTMENT: ________________________________   EMPLOYEE: __________________________

DEPARTMENT HEAD: __________________________   POSITION: _____________________________________
SUPERVISOR: ________________________________    FIRST DAY OF WORK: _________________

In order to properly orient your new employee to the department and Nova Southeastern University, supervisors are encouraged to cover the information on this checklist.  Please use it as a working guide to facilitate your new employees’ acclimation to Nova Southeastern University.

FIRST DAY

SUPERVISOR/DEPARTMENT HEAD

( 
Explain the organization and the functions and services of the department as they relate to the Nova Southeastern University and department mission statements.

· Explain the duties, responsibilities and the work of the department head and supervisors.

· Review the job description with the employee in order to familiarize him/her with the responsibilities of the position.

· Explain the purpose of the orientation period.  

· Discuss the performance evaluation program, your performance expectations and the frequency of reviews.

· Explain departmental mission, rules and regulations; smoking policy, absence and tardiness policy, and the method of reporting absence or tardiness.

· Explain work hours, starting and quitting times, lunch, breaks (workload permitting), overtime procedure (if applicable) and the importance of correctly recording hours worked on the timesheet (Non-Exempt) or Leave and Absentee Report (Exempt).

· Conduct departmental orientation including a tour of the department, indicating the locations of restrooms, lunchrooms, break rooms, etc.  Introduce employee to supervisors and co-workers and briefly explain the work of each employee.

· Schedule employee to attend NSU Orientation and Benefits meeting on ____________________________.
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· Explain pay check distribution procedures and availability of direct deposit, including where and when checks will be received.

· Advise employee of appropriate dress code or uniform if applicable.

· Alert the employee to safety regulations and possible hazards associated with the work area and the procedure to follow in the event of an accident or fire.

·  Wherever applicable, discuss handling, safety precautions and training programs for any toxic substances covered by the Florida Right-to-Know Law.

· Discuss the care and proper usage of any equipment the employee will operate.

· Explain departmental email, use of Internet and use of computer protocol.

· Explain telephone courtesy and limitations on personal calls.

· Emphasize courtesy and behavior with students, patients, visitors, and other departmental personnel.

· Explain the importance of confidentiality if applicable to the job.

· Discuss parking rules and regulations.

· Enroll employee in job-appropriate NSU Professional Development and Training programs.  See web site at http://www.nova.edu/cwis/hrd/trngsched or call (954) 262-7878 for information.

All of the above items, if applicable, have been discussed with the employee.

___________________________________________________________         ____________________

Employee’s Signature





              Date

___________________________________________________________         ____________________

Supervisor’s Signature





              Date
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