New Hire Orientation

Supervisor Checklist- Office Position 

Congratulations on your new team member! We recognize there is a lot to do in order to properly prepare for your new hire’s first day.  In an effort to simplify your responsibilities in the process, we have created a New Hire Supervisor Checklist.  If at any time you have questions about how to complete the items on the checklist please contact Mindy Leiterman in Human Resources at extension 3212 or mindy.leiterman@snc.edu.
	
Supervisor Responsibilities
	
Target Date

 to Complete

	Workspace/Supplies

· Work with Facilities to secure and prepare space (if necessary).

· Order office supplies and any special equipment.

· Complete a key request form with Facilities:

http://www.snc.edu/facilities/keyrequests.html.
· Have IT install/configure computer and install phone.

· Order a Vista Insert from the Digital Print Center at http://www.snc.edu/go/ustore under “Customizable Products” and then “Building Signage”.  If your building is not listed, Contact Laura Lear (x3501) to order a Vista Sign Insert or Tricia Brand (x3277) to order the "old style" plastic wall plate (if applicable).
· Contact Rachel Hjort (x3274) to order name tag (if applicable).
	Upon acceptance of offer

	Department/Position

· Introduce new hire to co-workers and key contacts.

· Give new hire tour of workplace.

· Discuss training plan and schedule for first week.
	Start date



	College

· Explain the St. Norbert College mission statement and core traditions.

· Assist new hire in registering for the Campus Emergency Notification System: http://www.snc.edu/campussafety/cens.html.
· Verify that new hire obtained campus ID card while on campus tour.

· Advise new hire on the best parking lots/areas to park vehicle.

· Contact John Devroy in the Office of Communications (ext. 3822 or john.devroy@snc.edu) to have new hire’s picture taken for employee directory on website (if applicable).
	Start date

	Department/Position

· Explain job expectations.

· Explain department goals.

· Explain how new hire’s job ties into department goals.

· Explain performance review and goal-setting process.

· Assist with ordering business cards.

· Provide the new hire with a copy and explanation of the division/departmental org chart.
· Contact the ITS Service Desk (ext. 4040) to request appropriate access to areas of the J: drive, web site, and other computer storage areas.
· Assist new hire with setting up SNC account, e-mail, Knightline and Banner access:   http://www.snc.edu/its/services/
· Show new hire how to record hours worked in Knightline (hourly only): http://www.snc.edu/payroll/docs/Time_Sheet_User_Guide_in_Knightline.pptx
· Familiarize new hire with the Google Suite and schedule a time for them to meet with the Tech Bar team: https://www.snc.edu/its/services/techbar.html
· Show new hire how to report time off.
· Notify Payroll if employee will be a supervisor, and who they will be supervising (including students).
· Add new hire to any departmental listservs.
· Review the location and content of the Campus Red Emergency Binder.
· Ask new hire if they have any questions on the topics covered in the Employee Handbook.
· Ask new hire if they have any questions on the topics covered in the Administrative Handbook (supervisory positions only): 
http://www.snc.edu/hr/documents.html?d=/Handbooks/Handbook_-_Administrative-x.
	First week




