New Hire Department Orientation Checklist
Employee Name: __________________________________________________
Start Date: ___________________________ Employee Number: ____________
	Departmental Orientation

Responsibility: Direct Supervisor/Manager
	Date Complete

	Prior to hire date:

· Desk, chair, phone, voice mail

· Office/departmental supplies

· Computer/phone set-up, notify IT (Syteline, E-mail)
· ESD Coats – order from Purchasing


	

	Plant Tour: 

· Restrooms
· Lunch rooms 
· Wash areas 
· Company bulletin boards 
· Parking 
· Introduction to other department members or key co-workers
· Explanation of the functions of other departments.
· Review of areas to be used by employee
· Introduction to Department Manager and Senior Leadership Team members

	

	Department Functions: 

· Goals and current priorities 
· Organization and structure 
· Relationship of functions to other departments
· Relationship of jobs within the department
· Location of department controlled documents (Level III) and the Quality Assurance Manual (Level II).

	

	Job Duties and Responsibilities:
(Job Description will be issued by Human Resources)

· Detailed explanation of job based on current job description and expected results

· Explanation of why the job is important; how the specific job relates to others in the department and the company

· Performance standards and basis of performance evaluations

· Overtime needs and requirements

· Extra  assignments (i.e. changing duties to cover for an absent employee) 
· Types of assistance available; when and how to ask for help
	

	Department Policies and Procedures:
· Start time, Quit time

· Lunch break

· Breaks 

· Smoking Policy – designated area, must use break and lunch times
· Eating/Drinking in work area 
· E-Time
· Payday

· Annual Performance Evaluation

· Scheduling of Paid Time Off (PTO)
· Company phone number(s)

· Paging System

- Depew (Main Building) – 701

- Depew (Machining Center) – 702

- Depew (Both) – 703

- Michigan (Load & Torque) – 704

- North Carolina – 705

- Larson Davis - 706
· Call-in responsibilities (by a specific time)

· Making and receiving personal phone calls

· ESD Coat (i.e. importance, where they can/can not be worn, keep buttoned up, no food, etc.)

· Cleanliness of work area

· Requisitioning supplies/equipment

· Removal of items from department

· Rules unique to job or department


	

	Safety

· Personal Protective Equipment (PPE)
· Safety Committee (meets monthly)

· Accident prevention

· Reporting of accidents (notify supervisor)

· Medical emergencies (poster)


	


Employee Signature: _________________________________ Date: _________

Supervisor/Manager: _________________________________ Date: _________

Return to Human Resources within 30 days from Start Date
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