NEW EMPLOYEE DEPARTMENTAL ORIENTATION CHECKLIST
NAME


TTUHSC ORIENTATION

                      New Employee Orientation Part I

                      Payroll/Benefits Processing/Introduction to TTUHSC

                      New Employee Orientation Part II

                      Welcoming Event

                       SERVICE plus


DEPARTMENT ORIENTATION

                       Mission of the Department

                       PDQ (Position Description Questionnaire) including Performance Standards 

                       Reporting Chain of Command

                       Parking Sticker

                       Keys

                       ID Badge

                       Time Sheet/Leave Reporting

                       Computer access/passwords

                       Work area including fire exits, fire extinguishers, rest room, and break areas

                       Tools, supplies and other work equipment

                       Standards of conduct including dress, attendance, reporting absences, overtime, meal 

                       periods, and break periods

                       Reporting on-the-job injury

