SHORELINE COMMUNITY COLLEGE
Supervisor’s Orientation Checklist
	Welcome & Introductions

	
	Department/Building Staff Introduction

	
	Campus Tour

	

	Department Organization

	
	Organization of Employees within Department

	
	Organization of Department within College

	

	Position Objectives

	
	Current Position Description Review/Performance of Duties 

	
	Performance Appraisal Process (PDP timeframe/expectations)

	

	Training Programs

	
	Departmental Trainings (PPMS, FMS, etc…)

	
	Emergency & Safety Procedures 

	

	Employment Procedures

	
	Department Guidelines

	
	Work Schedule (including lunch period and breaks)

	
	Overtime/Additional Hours 

	
	Sick Leave Notification and Reporting

	
	Vacation Approval and Reporting

	
	Holidays


COORDINATED BY HIRING DEPARTMENT

· Business Cards – Employing Department

· Computer Access – Technology Support Services (x5872)

· Keys to Office & Building – Security (x4633)

· Long Distance Telephone Access Code/Calling Card – Administrative Services (x7859)

· Name Tag & Workplace Nameplate – Employing Department

· Parking Permit – Safety & Security (x4633)

· Photo Identification Card – Library/Media Center Circulation Counter (x4556)

Employee Name: __________________________
Dept/Division: __________________________
Supervisor: _______________________________

I have participated in the department orientation and received the info above:
Employee Signature: ______________________________ Date: ________________
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