








I. PURPOSE
The purpose of this FSSP is to outline procedures associated with orientation of new Housekeeping Services employees.    

II. PROCEDURES
1. Orientation Checklist

The Orientation Checklist shall be reviewed with each new Housekeeping Services employee.   As each component of the Orientation is completed, the instructor and employee shall sign indicating completion.  Upon completion of the Orientation Checklist the employee shall sign indicating receipt of the referenced policies, departmental requirements, work rules, etc. and the employees commitment to follow and abide by them.   

2. Housekeeping Services Employee Orientation Brochure

Each new Housekeeping Services employee shall receive a copy of the Housekeeping Services Employee Orientation Brochure.  

3. Demonstration of accessing web information:

Each new Housekeeping Services employee shall receive a demonstration of accessing web information including, but not limited to, the following

· Campus Operations web page at

http://www.ecu.edu/facility_serv/Campus%20operations.htm

· Facilities Services web page at 

    http://www.ecu.edu/facility_serv/
· Campus Operations Standard Practices (COSP) at

http://www.ecu.edu/facility_serv/cosp/manuals.htm

· Facilities Services Standard Practices (FSSP) at

http://www.ecu.edu/facility_serv/fssp/manuals.htm

· University’s Business Manual at

http://www.ecu.edu/business_manual/.
4. Standard Practices:

Each new Housekeeping Services employee is responsible for reading various standard practices listed on the attached Orientation Checklist.   

5. Other Items

Each new Housekeeping Services employee shall be given a copy of the listed items on the Orientation Checklist.  The Instructor shall review each item and complete it with the new Housekeeping Services employee, if necessary.  
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