MANAGER/SUPERVISOR ORIENTATION CHECKLIST

ITEM/AREA DATE SIGNATURE

Accidents/Injuries

Budget information (if applicable)

Business Cards (if applicable)

Customer Service

Code of Conduct policy

Concerns and Issues

Directory / Phone Book

Emergency Plan/ Exits

Function of Department

Health and Safety

Hours of Work - Breaks

Introduction To New Employees

Keys and Access

Location of Work station

Memos/Reports

Name used or perferred

Overtime

Parking Permits and Areas

Policy Binder

Punctuality and Attendance

Sick Leave/Other Absences

Staff and Safety Meetings

Training and Education

Tour of Departments

Employe Signature
Date

RETURN TO THE HUMAN RESOURCES DEPARTMENT
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