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SUPERVISOR’S CHECKLIST FOR NEW CLASSIFIED EMPLOYEES

Employee: ___________________________________


1.   Organization:   Organizational makeup - reporting structure.


2.   Work Periods:   Shifts, break periods, time sheets (who needs to sign, when they are due).


3.   Conduct and Appearance:  Discuss ethics and emphasize that we are public employees, subject to

                    the Oregon Code of Ethics.  Importance of good working relations, public relations, office and                                                               
      telephone  courtesy.  Discuss neatness, proper dress.


4.   Eastern accounts:  Apply for following accounts and passwords as appropriate:  e-mail, FIS, SIS,

                    HRIS, telephone, long distance authorization code. 


5.   Leaves:  Who to call when reporting in sick.  How vacation leave is scheduled in your area.


6.   Safety:  Location of first aid facilities and fire exits, reporting of accidents, completing proper 

   forms.  Complaints and recommendations regarding safety should be reported to the supervisor, who      

   will in turn notify the Safety Officer.


7.   Faculty/Staff Handbook:  Available on-line, Provost Office Home Page - Policies, Proposals and

                    Proceedings.  Explain resources for accessing computers.


8.   Keys:  Office Security, Key Policy (on-line).


9.   Desk Name Plate:  Order for employee.


10.  Appropriate Release of Information:  Emphasize confidentiality issues regarding students and

                     employees.


11.  Hazard Communication Training:  Location of MSDS in office.  View training video (available in

                     Library Media Center).  Employee must sign and return Notice of Training to Personnel.  The EOU
                     Program is for the employee to keep.


12.  Campus Tour – schedule a campus tour for your new employee.


Signature on this form indicates that all items have been discussed with the employee and that the employee has viewed the video film.
__________________________________                                     ________________________

Employee                                                                                       Date

__________________________________                                     ________________________
Supervisor                                                                              Date

Please return to Human Resources.
