SHRA Exempt Employee

Orientation Checklist
	Employee Name:  Christian Edwards

	Department: University Library – NCC

	Supervisor:  Linda Jacobson

	Start Date: January 22, 2018


Week One: Department Orientation

The Department

​​​​____ Introduce your new employee - send a brief email to the all staff list (optional); 

____ Introduction of co-workers

____ Location of restrooms, water fountains, vending machine, employee lounge

____ Where to keep purse/wallet or other valuables

____ Eating/drinking at the workstation

____ Conduct and appearance

____ Give employee department description to review (to be discussed in 2nd week)

____ Give employee department goals to review (to be discussed in 2nd week)

____ Provide employee with job description and performance plan to review (to be discussed in 2nd week)

Administrative Details

____ Work schedule

____ Flex time (if applicable)

____ Meals and breaks

____ Introduction to ConnectCarolina http://connectcarolinaportal.sites.unc.edu/
____ Introduction to TIM  https://apps.fo.unc.edu/finance/training/tim-shra-ehra-exempt/
____ Login to TIM: http://unctim.unc.edu/employee
____ Location of departmental policies and procedures 

____ ONYEN/Email account set up: https://onyen.unc.edu/cgi-bin/unc_id/services (see attached ONYEN form)

____ Contact Library & Information Technology, Desktop Support Section to schedule computer set-up by:

· Visiting LOUIS: intranet.lib.unc.edu

· Authenticate with (ONYEN@ad.unc.edu) and Password

· Click on IT Services

· Under Submit a Problem 

· Select Add/Remove/Renew Employee (permissions)

· Enter the required credentials for the new employee in the Description field; select Location and “Create” 

Attendance and Leave

____ Whom to notify about illness or tardiness

____ Requesting Annual leave

____ Adverse Weather: http://hr.unc.edu/ (search Adverse Weather)
____ Meeting and Conference Attendance

____ Travel and Funding Guidelines: http://library.unc.edu/wp-content/uploads/2013/07/travel-guidelines.pdf
Key Assignments and/or Building Access

____ For Davis Library employees: Department Head should email Susan Wrenn (wrenn@email.unc.edu) with employee’s PID for card access to Davis Library and for key assignments

____ For Health Sciences Library employees: Department Head should email Tess Sharpe (tsharpe@email.unc.edu) with employee’s PID for card access to HSL and for key assignments

____ For Undergraduate Library employees: email Libby Grey (lgrey@email.unc.edu) for key assignments

____ For Wilson Library employees: Department Head should email Susan Wrenn (wrenn@email.unc.edu) for key assignments and Eileen Lewis (lewise@email.unc.edu) for card access to Wilson Library

Telephones/Copiers/Supplies/Mail/Housekeeping

____ Departmental policy on personal phone calls at work

____ Location of copier

____ Supplies: how to request/where to get

____ Mail: location of mailbox /where to deposit

____ Departmental housekeeping procedures

Safety and Security: 

____ Workplace Safety: http://ehs.unc.edu/
____ Safety on the job (reporting occupational safety concerns, etc)

____ Security (reporting incidents, location of automatic alarms, etc)

____ Emergency procedures (fire, location of first aid kit, etc.)

____ What to do if you have an accident or injury

____ What to do if a non-library employee has an accident or injury

Week Two: Department Orientation
The Library

____ Discuss the organization of the library

____ Discuss the library units

____ How to find library materials using the library’s online catalog

​​​____ Discuss the Library’s media policy http://www.lib.unc.edu/blogs/news/index.php/media-policy/
The Department

____ Discuss department goals with department head and supervisor

____ Discuss department description 

____ Discuss department goals 

SHRA Policies and Performance Management

____ SHRA Policies: https://hr.unc.edu/employees/policies/shra-policies/
​​​​____ Discuss job duties, performance plan and performance goals and organizational values

NOTE: A Performance Plan must be completed/signed by employee, supervisor and 2nd level supervisor within 30 days of the hire date. Please visit the Office of Human Resources website for more information: http://hr.unc.edu (search Performance Management for SHRA employees).
Required Training

____ Workplace Safety training: http://ehs.unc.edu/training/neo.shtml; Complete within 30 days from hire date.
New employees will automatically receive a registration email within their first 30 days of employment about the Title IX Awareness and Violence Prevention Training for staff. This training is managed by the Equal Opportunity office and will include a personalized link to access the Title IX course. 
TRLN New Employee Orientation

New employees will attend the Triangle Research Libraries Network orientation session. The purpose of the one and a half hour orientation is to provide an introduction to the consortium, its history and current structure of TRLN. The Library Personnel Office will contact new employees to closer to the orientation date with registration instructions. For more information about TRLN, please visit: www.trln.org.

Employee’s signature ____________________________________________

Date ____________

Supervisor’s signature ___________________________________________

Date ____________

            Return completed checklists to Human Resources Specialist, Library HR Office, CB #3932

