
1/22/2007 Applicable? Completed
*Set up work area with necessary supplies and equipment Yes        No
*Select current staff member(s) to be responsible for new employee's 
orientation to the department (who will do what?) Yes        No

*Obtain a copy of the job description for review with employee on the first day Yes        No
*Review employee's work experience, education and training records, and 
limitations (if applicable) Yes        No
*Obtain a copy of the union contract from the Employee & Labor Relations' 
website or contact Employee and Labor Relations 581-2610.   Yes        No
*Complete Telecom phone access for restricted long distance (if applicable) Yes        No

*Signature Cards for Departmental Accounts - 581-6446 Business Office, Yes        No
*Send e-mail announcement to appropriate work groups about the new 
employee's hiring and arrival. Yes        No

COMPLETE USER ACCESS INFORMATION  - Complete on-line forms if applicable 
and deliver or mail to appropriate office. Some forms require handwritten 
approval from a Department Chair or Account Manager Yes        No

Campus email, EIU domain, Exchange mailbox, Group email/web, Mainframe, 
Mailman (web based listserve, mySQL database).    
http://its.eiu.edu/accounts/chooseaccount.php  Yes        No
Ad Astra (Classroom Scheduling)  - Registratrion Office Registration Office 581-
3831 Yes        No

Banner Information and Access  - includes Finance, Human Resources, Student, 
Advancement, Financial Aid -  http://www.eiu.edu/~eise.php Yes        No

On the First Day
*Set aside sufficient time for induction period without interruptions Yes        No
*Describe the orientation plan for the next few days/week Yes        No
*Discuss and order business cards and name tags Yes        No
*Allow employee to become familiar with office space (coat, materials etc..) Yes        No
*Discuss Panther Card, Parking permit, email, keys Yes        No
*Direct the employee to the Benefits Office - Explain the 10-day deadline for 
insurance Yes        No

EXPLAIN THE WORK OF THE ORGANIZATION
*Provide an organizational chart for department, college and VP Yes        No
*Explain your position in the unit as related to the employee's Yes        No

Applicable? Completed
*Explain the employee's position in the unit as related to the rest of the 
employees' within the unit Yes        No
*Introduce co-workers, explaining each person's role Yes        No
*Take a tour of department and facilities layout (break room, restroom, Union, 
cafeteria) Explain the emergency procedures and routes Yes        No
*If employee is handicapped, and requires reasonable work site 
accommodations, discuss these and contact Human Resources, 581-3514. Yes        No

*Present and explain a copy of the Emergency evacuation plans Yes        No
*Describe regular meetings or other scheduled events Yes        No

Before Employee Arrives
Supervisor Checklist for Civil Service Employees 



EXPLAIN WHAT IS EXPECTED OF EMPLOYEE 
*Discuss applicable rules, office practices and procedures Yes        No

     Hours of work Yes        No
     Lunch and break periods Yes        No
     Telephone usage (personal and work) Yes        No
     Reporting illness Yes        No

Requesting Time Off Yes        No
*Discuss departmental attire:  What is expected? Yes        No
*Give instructions for the employee to obtain an email account  (IF NOT 
COMPLETED BEFORE) Yes        No
*Review job description and performance standards - Provide employee with a 
copy Yes        No
*Discuss probationary period length and what is expected from both the 
supervisor and employee Yes        No

DISCUSS EMPLOYEE'S DUTIES & RESPONSIBILITIES 
*Give agenda of work assignments for first week Yes        No

*Discuss confidentiality Yes        No

*Discuss safe working practices and reporting of injuries Yes        No

*Show how to operate equipment for initial assignments Yes        No

EXPLAIN PERFORMANCE APPRAISAL SYSTEM
*Provide a copy of form Yes        No
*Provide a copy of performance log/event record Yes        No

EXPLAIN  DEVELOPMENT PROGRAMS AND REQUIRED TRAINING
*Discuss training needs Yes        No

*Provide manuals, materials that will enhance job duties Yes        No

*Explain various Staff Development opportunities: EIU Calendar eiu.edu Yes        No
     Training and Development - Professional and personal skills Yes        No
     Library - Computer classes Yes        No
      CATS - Technology classes Yes        No

Sexual Harassment - Civil Rights (Mandatory) Yes        No
Ethics Training (Mandatory) Yes        No
Civil Service Tuition waiver (classes on campus) - Supervisor - Benefits Yes        No

      Environmental Health and Safety to arrange Safety Training Yes        No

*Allow employee time to set up workspace Yes        No
*Meet with employee at end of the day to answer any questions and discuss the 
day. Yes        No
*Meet with employee at end of the week to answer any questions and discuss 
the week. Yes        No



EMPLOYEE EXIT TO ANOTHER DEPARTMENT AT EIU
Return:

Keys: Facilities Planning & Management
P-Card: Department of Procurement, Disbursement and Contracts
PIN # for Telephone (credit cards - long distance)
ITS: memo to remove from various systems
Business Office:  memo to remove departmental access and/or signature 
authorization

Specific Exit procedures for all employees not returning to EIU:  
http://www.eiu.edu/~humanres/Career/exit.htm

NOTES:


