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NEW EMPLOYEE ORIENTATION CHECKLIST
1. TO BE COMPLETED PRIOR TO THE NEW EMPLOYEE’S ARRIVAL

(
Complete and send Letter of Agreement

(
Prepare work area:


- furniture


- supplies


- telephone directories (Chancery & local)


- telephone and computer

(
Order training materials, reference manuals, etc.

(
Confirm phone extension

(
Give advance notice to other parish staff

(
Prepare employee benefit packet

(
Prepare orientation packet

(
Create personnel file

(
Sign job description, as necessary

(
Verify receipt of letter of agreement

(
Complete pre-employment background check

· Discuss parking policies and procedures if applicable

· _________________________________________

· _________________________________________

2. TO BE COMPLETED ON THE EMPLOYEE’S FIRST DAY

(
Review/verify starting salary/title

(
Briefly discuss:


- Overtime policy


- Paid leave policy

- Extra hours/overtime policy

- Security information


- Other personnel policies

(
Finish any new hire paperwork not yet complete

(
Identify bathroom/lunchroom locations

(
Explain where and to whom to go with questions

· Handout (any) keys to office, etc.

· Identify exits and emergency evacuation plan

· ________________________________

3. TO BE COMPLETED WITHIN 1 MONTH OF HIRE

A.
Administrative Issues to be Covered:

(
Introduce Co-workers in work area

(
Review job description, job standards, expectations

(
Explain basic parish procedures for:


- completing monthly paid leave reports


- work hours/overtime


- time for and length of lunch breaks


- procedures to follow when ill or unable to come to work


- any specific parish related procedures/rules

(
Explain any job related equipment

(
Schedule computer training, or other job training as necessary

(
Payroll schedule (pay periods, etc.)

(
Give or arrange tour of parish and introduce as appropriate

(
Arrange phone training

(
Order business cards (if applicable)

(
Discuss dress code (if applicable)

(
Show conference room locations and explain scheduling procedures

(
Safety training

B.
Issues to cover regarding the Archdiocese of Seattle as an employer:

(
Complete announcement memo

(
Discuss who’s who in the Archdiocese/parish

(
Discuss department and office goals


- how they fit into the overall mission of the Archdiocese/parish

(
Review performance evaluation procedure

(
Provide summary sheet of parish mission, etc.

(
Provide map of Archdiocese

(
Discuss cultural diversity of Archdiocese


- i.e. identify some cultures represented within the Archdiocese

(
Identify Archdiocesan meetings to attend

(
Identify Parish meetings to attend

(
Share mission of Archdiocese


- 5 year goals and priorities/New Vision Statement (“A New Wind and Fire”)


- relationship of office/department to priorities/goals
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