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Orientation Checklist
For Supervisors and Employees

	Employee’s Name


	Department


	Employee's Role

	Start/Effective Date



	
( Original Appointment    ( Promotion   ( Wage to FT  ( Other 



Recognizing that training is a long and continuous process, this checklist has been designed as a tool to initially acquaint the employee with his/her new department and university policies and procedures. The checklist is not meant to limit the supervisor in the orientation of the new employee, but serves as an outline of the minimum information that should be discussed with the employee during his or her first days of employment.
Supervisors are to review this information with all new classified employees and classified employees who transfer from one department to another. Return the completed, signed checklist to Cathy Thomas, Human Resources, MSC 7009, or to thomasce@jmu.edu  for inclusion in the employee’s personnel file in Human Resources. 
(  Introduce co-workers and explain their work relationships. Share a copy of the department’s organizational chart.
(  Introduce student workers. Discuss the importance of mentoring students and maintaining professional relationships. 
(  Tour work area, noting parking options, employee entrances and exits, coat racks, break areas, drink and snack machines, water fountains, designated smoking areas and restrooms.
(  Review departmental expectations for coverage during, length and frequency of meal and rest breaks. Share any concerns regarding food and beverages in the work area.

(  Discuss departmental dress code and what is considered appropriate/not appropriate to wear. 
(  Mention acceptable office noise levels for talking, music, etc.

(  Familiarize the new employee with the location of incoming and outgoing mail as well as the campus mail system. 
(  Discuss JACard and when/where to obtain the card.
(  Issue keys/explain JACard access to building/offices, explaining entry and exit procedures. 

(  Explain location and usage of office equipment and supplies.
(  Explain telephone answering procedures and departmental guidelines for personal calls and cell phone usage and phone 
set-up at University Telecommunications. 
(  Locate emergency exits. Explain departmental emergency procedures and dialing 6911 when emergency services are needed. For specific instructions/training, contact JMU’s Safety Coordinator, 568-6765. 
(  Specify workday to include days of work, beginning and ending times and university holiday schedule. 

(  Discuss departmental procedure for who, how and when to notify when an absence, late arrival or schedule adjustment is needed. Explain leave entry through MyMadison and using the Time and Attendance Record for Non-exempt Classified Employees.
( Explain procedures regarding absence for medical reasons and when a physician’s note may be necessary. 
(  Explain access to pay advice through MyMadison .
( Verify employee’s enrollment in the next IT200 Computing @ JMU workshop.
(  Give the employee a copy of his/her position description from PositionLink. Explain the core responsibilities and how these will be measured. Discuss departmental values and performance expectations. Schedule the three-month Probationary Progress Review to revisit these expectations.

(  Designate a person the employee may call on for questions and job assistance.

(  Locate any records or files necessary for the job. Explain how confidential information is managed.
(  JMU provides free, confidential mediation assistance to all employees. A consultation may be arranged by contacting Employee Mediation Services .
(  Conflict of Interests JMU policy 1106 A conflict of interest occurs when a university employee or officer, or a member of his/her immediate family has a personal interest, or benefits or suffers from his/her participation in a contract or transaction considered by JMU.

University Policies 
(  Discuss the importance of adhering to university policies and procedures. Direct the employee to the University Policy Committee website for policies.
(  New Employee Orientation JMU policy 1323
Inform employee that attendance to group Phase One and Phase Two orientation programs is required.

( Probationary Period for Classified Employees 
JMU policy 1322
Discuss length of probationary period and 3, 6, 9 and 12 month Probationary Progress Reviews. 

(  Standards of Conduct and Performance for Classified Employees JMU policy 1317
Discuss university’s established rules of personal conduct and performance.

(  Discrimination and Harassment Complaint Procedures JMU policy 1324
Explain the importance of providing a workplace free of discrimination and harassment. 
(  Information Security JMU policy 1204
Explain departmental procedures relating to information security. 
(  Use of University Property JMU policy 1506 

Explain that employees are prohibited from using university property for personal or private purposes.
(  Provisions for Granting Overtime & Compensatory Leave JMU policy 1303
Discuss when overtime may occur and that authorization to work overtime is required.
(  University Closings, Class Cancellations and Exam Postponements Due to Inclement Weather or Emergencies JMU policy 1309
Discuss inclement weather expectations and plans and how the policy relates to the employee and the department.

(  Workers Compensation/Return to Work JMU policy 1312
Discuss accident reporting procedures and the necessity to report on-the-job accidents immediately. 
(  Waiver of Tuition/ Tuition Reimbursement Policies 
JMU policies 1405, 1402 and 1401
Discuss university policy and departmental practices relating to this benefit. 

(  A&P Faculty and Staff Training and Development 
JMU policy 1403
Explain training opportunities/expectations and direct the employee to the Training and Development website. 
(  Family and Medical Leave Act JMU policy 1308
Employees should be aware of FMLA and the job protection it may offer.
(  Prohibition of Weapons JMU policy 1105
Discuss campus regulations concerning the possession weapons on campus.

(  Smoking Regulations JMU policy 1111 

Explain restrictions on smoking and note areas where smoking is acceptable.

(  Alcohol and Other Drugs JMU policy 1110
Discuss the terms of the university's policy on alcohol

and other drugs and applicable disciplinary policies.
(  Reporting Suspected Child Abuse or Neglect JMU policy 1406
All JMU employees are required to report instances of child abuse or neglect to Social Services, Public Safety or to Human Resources within 24 hours.
I, the employee’s supervisor, have explained the above items to this employee.
________________________________________
          _______________

   Supervisor Signature



                                    Date
I, the employee, agree the above items have been explained by my supervisor and
 I have had an opportunity to discuss this and ask questions.
________________________________________
          _______________

   Employee Signature



                         

Date
Questions may be directed to Cathy Thomas, (540) 568-3967. Return the original document to Cathy, MSC 7009, thomasce@jmu.edu. Copies may be made and retained by the employee, supervisor and/or the department. 
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