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OLD DOMINION UNIVERSITY  
DEPARTMENT CHECKLIST FOR SUPERVISORS OF  

NEW CLASSIFIED EMPLOYEES 
 

 
E M P LO Y EE N AM E  _ _ __ __ __ __ __ __ __ __ __ __ __ __ __ _ _   E M P LO Y EE ID  N U M BER      __ __ ___ _ __ __ __ __ __ __ __ __ __ _ 
 
N AM E O F S U PER V IS O R      __ __ __ __ _ __ __ __ __ __ __ __ __ __ _   D EP AR TM E N T :   _ _ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ __  
 
H IR E D A TE     __ __ __ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ __  N EW E M P LO Y E E O R IE N T A TI O N D A TE :   _ _ __ __ __ __ __ __ __ _  
 
 
SUPERVISOR RESPONSIBILITY FOR COMPLIANCE  
 
On - boardi n g re fers t o t he proces s of wel com i n g new em pl o ye es and hel p i ng  t hem adj us t t o t he 
ex pect at i ons and cl i m at e  of t hei r ne w j ob.  It al s o ac com pl i s hes requi re m ent s t hat s upervi s ors 
have t o i nfo rm em pl o ye es about k e y pol i ci es . R es ear ch r eve al s t hat wh e n onboardi n g i s don e 
wel l , out com es i ncl ude h i gher  j ob s at i s fact i on, co m m i t m ent t o t he agen c y, l ower t urnove r, hi gh er  
perform an ce l ev el s , ca re er ef fect i ven es s and l owe r s t res s !   
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_____ Records – P oi nt out an y records o r fi l es us ed i n t h e j ob.  Ex pl ai n whi ch, i f an y, reco rds 
m a y b e confi dent i al and how t hat i nform at i on i s t o be di s pers ed.  Ex pl ai n i f an y re cords 
s houl d be des t ro yed and t he procedu res fo r doi n g s o. 

 
_____ Computer Access – Ex pl ai n com put er s ys t em s us ed i n t he depart m ent .  C o m pl et e 

neces s a r y com put er ac ce s s form s  re gi s t er em pl o yee for Bann er or Fi nan ci a l M anagem ent 
cl as s es , i f appl i c abl e. (S e e HR Trai ni n g l i nk for r e gi s t rat i on form s )  

 
WORK ENVIRONMENT  
 
_____ Coworkers and Supervisors- Int roduc e and ex plai n t he  work r el at i ons hi p wi t h t he new 

em pl o ye e.  
 
_____ Department/Building – Tour are as not i ng no rm al  em pl o ye e ent r ance and e x i t , aft er 

hours ex i t , l ounge, res t ro om , coat rack, wat e r foun t ai n, how t o obt ai n s uppl ies , l ocat i on 
of i ncom i ng and out goi n g m ai l .  P rov i de an y m at eri al s or equi pm ent ne ed ed t o perform 
t he j ob.  

 
_____ Campus- P oi nt out t he depart m ent / bui l di ng i n re f erenc e t o ot her bui l di n gs on cam pus .  

P oi nt out an y ot h er bui l di ngs and l o cat i ons t he em pl o ye e m a y ne ed t o know.  A t our of 
t he cam pus i s  enco ur a ge d. 

 
_____ Parking – P oi nt out parki ng l ocat i ons and P a rki ng S ervi ces .  
 
_____ Fire Extinguisher and Fire Exit- S how t hei r l oc at i on i n rel at i on t o t he ne w em pl o ye e’s 

mailto:odukc@odu.edu
http://orgs.odu.edu/hace/
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WORK SCHEDULE  
 
_____  Work Hours  -  S peci f y d a ys worked, s t a rt and end  t i m es .  Ex pl ai n an y ex cept i ons .  
 
_____ Meal Break – Ex pl ai n l engt h of m e al bre ak and s chedul ed t i m e.  S hare i n f orm at i on 

about di ni ng/ food s ervi ce s on cam pus .  C over dep art m ent al pol i c y re gardi n g “ eat i n g at 
des k” and t hat non- ex em pt em pl o ye es m us t t ake a  m eal break du ri n g whi ch  no work i s 
perform ed.  

 
_____ Breaks – If appl i cabl e, e x pl ai n s chedul e and ex pect at i ons .  
 
_____ Overtime – For non - ex em pt em pl o yees , ex pl ai n the  ex pect at i ons for worki ng ove rt i m e 

and how t he em pl o ye e i s com pens at ed.  A l l ove rt i m e m us t be approved i n advanc e.  
 
_____ Changes to Schedule – Di s cus s who can approve  an y chan ges t o t he work s chedul e.  
 
_____ Alternat ive Work Schedule ( not norm al work hour s of 8: 00 am – 5: 00 pm ) – Please 

indicate Y (yes) or N (no).  If yes, please complete the alternate work schedule form 
and submit to Human Resources.    

 
 
WORK POLICIES  
 
______Request Days Off -  Ex pl ai n how t o reques t t i m e off ( verb al l y or i n wri t i ng)  and i f 

appl i cabl e, wh en non- em er genc y l eave i s not pe r m i t t ed (i .e. , peak t i m es ).   
 
_____ Calling in Sick – Ex pl ain who t o cont act , t he pho ne num ber and when t o c al l . 
 
_____ Authorized Closing - 

http://www.odu.edu/
http://www.odu.edu/af/finance/facultystaff/disbursements_processing/payroll/WTE_training.shtml
http://www.odu.edu/af/finance/facultystaff/disbursements_processing/payroll/WTE_training.shtml
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_____ Training Opportunities – Ex pl ai n an y requi r ed o r devel opm ent al t r ai ni ng program s , 
s em i nars , or con fer ences .   Ex pl ai n bot h on and offs i t e opport uni t i es avai l abl e t o t he 
em pl o ye e.  

 
_____ Probationary Period – Ex pl ai n t he t wel ve - m ont h probat i onar y pe ri od wi t h eval uat i ons 

at 6 and 12 m ont hs . 
 
_____ University Holidays – Revi ew t he ho l i da y  s ch edu l e for t he ye ar and i f appl i cabl e, 

ex pl ai n s t affi ng on t hos e da ys and com pens at or y l eave.  
 
_____ Hazard Communication – Ex pl ai n s afet y p roc e dures or sa fet y equi pm en t . 
 
_____ Work Related Accidents/Injuries – E m pl o yee s m us t not i f y t h ei r s upervi s or i f t he y  

ex peri ence an ac ci dent or  i nj ur y at wo rk or whi l e p erform i n g a w ork- r el at ed  funct i on.  
N ot i fi cat i on s houl d occur  as soon as pos s i bl e aft e r t he i nci dent and i n t he ab s ence of t h e 
i m m edi at e s upervi s or t o t he nex t s upervi s or up i n t he report i n g l i ne.  T he su pervi s or and 
t he em pl o ye e s houl d t he n cont act / not i f y t h e Dep a rt m ent of Hum an R es our ces .  

 
_____ Smoking - S m oki ng i s not al l owed i n an y uni vers i t y fa ci l i t y.  S m oki ng i s o nl y perm i t t ed 

20 feet aw a y from an y u ni vers i t y bui l di ng ent ran ce.  S how em pl o yee t h e des i gnat ed 
s m oki ng ar ea fo r your bu i l di ng. 

 
_____ Telephone - Ex pl ai n how t he t el ephone s houl d b e ans we red, whi ch phon e s m a y be us ed 

for l ocal pe rs onal c al l s an d an y res t ri ct i ons on t he  us e of cel l phones du ri ng wo rk. 
P ers onal l ong- di s t ance p hone cal l s ar e prohi bi t ed.  

 
_____ Service Expectations – R evi ew Uni vers i t y C ode of Et hi cs , S ervi ce S t anda rds and 

depart m ent al ex pect at i on s re gardi n g cus t om e r s er vi ce and t e am work.  
 
_____ COOP/Emergency Operations Plan – R evi ew your depart m ent ’s C O OP / Em er genc y 

O perat i ons P l an and t he em pl o ye e’s r es pons i bi l i t ies as t he y rel at e t o t he pl an. 
 
 
COMMENTS: ( I ndi c at e  ot her i t em s of part i cul a r i m port ance di s cus s ed wi t h t he em pl o ye e.)  
 
 
 
 
 
 


	

