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	Mission Statement:

Better Together in a Safe and Caring

Learning Community




Support Staff Orientation Checklist

TO BE COMPLETED AND RETURNED TO THE HUMAN RESOURCES DEPARTMENT WITHIN THE FIRST WEEK OF EMPLOYMENT
General

· School/Worksite Tour & Staff Introductions

· Work Areas

· School/Worksite Safety Plan & Emergency Procedures

· Employee Accident Procedures, Safety Concerns

· First Aid

· Security and School/Worksite Access

· School/Worksite Daily Routines

· School/Worksite Attendance/Absence/Inclement Weather Procedures
· Code of Conduct/Dress Code/School Handbook

· First Class Introduction & Employee Group Conferences

· First Class e-Mail Login & Password

· School/Worksite Bulletin Boards (Paper & Electronic)

· Newsletters & Staff Meetings
· Board Policy & Procedures Overview

Department Specific




Job Specifics

· Employee Contact List



   (  Job Description
· Telephone Systems 



   (  Tasks & Responsibilities
· Photocopier





   (  Expectations
· Fax Machine






· Supplies 





Other (site or job specific)
· Ordering





   (  _____________________
· Booking Equipment/Rooms


   (  _____________________
______________________________


______________________________
Name of Employee (please print)



Employee Signature

______________________________


______________________________
Name of Supervisor (please print)



Supervisor Signature

______________________________
Work Location/Position
