








NEW EMPLOYEE’S CHECK-IN LIST 


Name:   __________________________

Department:  Facilities Services -__________________________

(Departmental supervisors will need to review all the pages with their new employees.  Departmental supervisors at Eppes Service Center and those that supervise administrative staff will need to review pages 1 & 2 with their new employees.)

· I have attended New Hire Orientation session at Human Resources & completed necessary forms for payroll & benefits.

· I have met my immediate supervisor.

· I have toured the shop & building where I will be working and been introduced to Supervisors and Co-Workers.

· I have been advised of the areas for employee parking and my responsibility for obtaining a parking sticker.     http://www.ecu.edu/cs-admin/parking/permits.cfm


· I have been instructed on how to access both the Campus Operations website http://www.ecu.edu/campus_operations and Facilities Services website http://www.ecu.edu/facility_serv/  and have reviewed FSSPs and COSPs (Facilities Services & Campus Operations Standard Practices) that are indicated applicable to my shop on the FSSP and COSP Listing (FSSP 41-0016).  I understand I am to abide by the policies and procedures outlined in FSSPs and COSPs.

· I have read the University Employee Computer Use Policy and agree to abide by its rules. http://www.ecu.edu/cs-itcs/policies/staffstudentpolicy.cfm.

· I have been instructed on how to access the University’s Business Manual. http://www.ecu.edu/business_manual/.
· I have been advised of my pay rate and when and how I will be paid.

(FSSP 41-0001 Payroll Compensatory Time; 41-0005 Assigning Employees to Work Extended Hours; 41-0007 Adverse Weather Leave and Payroll Procedures)

· I have been advised of my work schedule (regular & summer schedule) and who and what number to call if unable to report to work.

(FSSP 42-0001 Facilities Services Work Schedule Variations)    

www.ecu.edu/business_manual/Human_Resources_Policy8.htm#pol8f



· The policy on 15 minute morning/afternoon breaks and lunch hour have been explained to me.

(FSSP 21-0020 Break Period Policy)

· Vacation and Sick Leave Policies have been explained.

www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13a


www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13b



· I have been given time sheets and advised of how to complete them & when to turn them in.

· I have been advised of the probationary hiring policy available at 

http://www.ecu.edu/business_manual/Human_Resources_Policy2.htm#pol2c


· I have been advised of the University Disciplinary Policy & Procedures available at 

http://www.ecu.edu/business_manual/Human_Resources_Policy7.htm#pol7a


· I have read the current job description for my position.

· I understand my duties, training program, and responsibilities.

· I have been instructed on the policies, procedures, and use of the Work Order System.

(FSSP 30-3017 Guidelines for Completing Work Orders)

· I have received a map of the campus.   http://www.ecu.edu/cs-ecu/maps.cfm


· I have reviewed and understand the policy on possessing weapons on ECU property.

· I have reviewed and understand the policy on employment outside ECU.  

(COSP 100-0076 Employment outside the University)

· I have been informed of and understand the ECU Vehicle Operator’s Policy, available at http://www.ecu.edu/business_manual/Risk_Mgmt_Policy3.htm#pol3
· I have been informed of and understand the policy on Vehicle, Equipment, and Materials Use

(COSP 100-0071 Vehicle, Equipment, and Materials Use)

· I have been informed of and understand the Vehicle Damage Reporting Policy.

(COSP 100-0052 Vehicle Damage Reporting Policy; 

COSP 100-0052.1 Vehicle Damage Reporting Form; 

COSP 100-0052.2 Vehicle Damage Letter of Information)

· The uniform policy has been explained to me and I have been instructed to meet with the uniform representative for my department to order a uniform complement and sign/ complete a garment complement receipt.

(FSSP 21-0008 Facilities Services Uniform Policy)

· The smoking policy has been explained to me.

(COSP 100-0081 Smoking in Campus Operations Vehicles)

· I understand the Tool Policy.

(FSSP 51-0023 Tools and Equipment)

· I have been advised of the Beeper Pay policy.

(FSSP 41-0001 Payroll Compensatory Time)

· I have been advised of the Call-back policy.

(FSSP 21-0014 Facilities Services - Main Campus On-Call Policy)

(FSSP 21-0016 Facilities Services - Health Sciences Campus On-Call Policy)

· I have been advised of the protective equipment to be used in my job. 

(FSSP 60-0003 Personal Protective Equipment; 

FSSP 60-0003.1 Survey of Hazard Assessment for Personal Protective Equipment (Attachment 1); 

FSSP 60-0003.2 Personal Protective Equipment Assessment Summary by Department/Job Title (Attachment 2))

I acknowledge receipt of the above policies, departmental requirements, and work rules and agree to follow and abide by them.

________________________________ 

______________

Employee’s Signature




Date

I acknowledge that I have discussed the above policies, departmental requirements, and work rules with my new employee.
________________________________ 

______________

Supervisor’s Signature



Date
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