Supervisor’s Orientation Checklist

· 1. WELCOME ABOARD (Formal greeting, including introduction to fellow employees and tour of facilities).

· 2. DUTIES (Explanation of job procedures and responsibilities).

· 3. TRAINING (Explain training to be received).

· 4. OPERATIONS (Explanation of general operation and company purpose).

· 5. GOALS (Explain the company’s goals, its plans, including commitment to customers/clients).

· 6. ORGANIZATION (Explain chain of command for reporting purposes).

· 7. STANDARDS (Explain job standards and production/service levels).

· 8. PERFORMANCE (Explain performance appraisal criteria).

· 9. HOURS (Explanation of employment conditions including hours of work, pay periods and overtime requirements).

Comments: ______________________

________________________________
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________________________________
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· 10. POLICIES (Explain company’s rules, regulations and policies).

· 11. BENEFITS (Explain company’s insurance package, vacation and paid holidays).

· 12. EXPECTATIONS (Explain company’s expectations regarding attendance, punctuality, personal conduct and appearance).

· 13. SAFETY (Explain regulations and procedures to be followed).  

· 14. PROBLEMS (Who to notify if problems or questions arise).

· 15. HELP (Offer help and encouragement).

· 16. FORMS COMPLETED (Assure all necessary forms are completed, i.e. W-2, New Employee Data Record, etc.).

· OTHER:

A.

B.

Employees Signature: 

___________________

Supervisors Signature:

___________________

Comments: ______________________

________________________________
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________________________________
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Comments: ______________________

________________________________

Comments: ______________________

________________________________

Comments: ______________________

________________________________

Comments: ______________________

________________________________

Comments: ______________________

________________________________

Employee/Payroll No.: ______________

Date Completed: __________________
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