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Princeton University Library

Supervisor’s checklist for new staff

This list is intended to help supervisors welcome new staff and acquaint them with the Library, the University, and the community. For questions, contact Library Human Resources.
Getting Ready

Note that the following is provided by the Library Human Resources (LHR) office to the new employee on their 1st day


Bag (Tote, Backpack)

Guide to the Library 

Pen



Alphabetical and Departmental Phone lists
Small Gift Item



Letter from OIT indicating employee’s NetID

If employee part of the DOF, letter from Dean of Faculty

If employee is going to Supervise Union staff s/he will receive a copy of the PULA Contract

Materials from Princeton Chamber of Commerce’s Convention and Visitor’s Bureau


Princeton Region Visitors Guide


Welcome to Princeton Area Life

Time Collection

LHR will add new Bi-Weekly employees to the Time Collection system


LHR will provide new Supervisors with access to the Time Collection records of their staff

___  Inform other members of the department and unit that new staff member is arriving.

___  Does employee need Keys? 
If needed, Contact Maria DiFalso (8-4434) in the Fiscal Office
___  Does employee need Card Access (Prox card)?

If needed, Contact
Maria DiFalso (8-4434) in the Fiscal Office

Patty Gaspari-Bridges (8-5483) for the Lewis Library 

Sandy Brooke (8-5860), and Jessica Hoppe Dağcı (8-4904) for the Marquand Library 

Barbara Chamberlin (8-3205) for the Engineering Library
Martin Heijdra (8-5336) for East Asian/Gest Library
Hattie Lively (8-4848) for the Stokes Library
___  Does employee need voicemail?  

If appropriate, Contact Maria DiFalso (8-4434) in the Fiscal Office
___  Does employee need long distance phone code?  

If appropriate, Contact Maria DiFalso (8-4434) in the Fiscal Office
___  Does employee need to be added to email lists? Contact “owner” of list
All employees automatically added to njp-l  by LHR
Librarian and Professional Specialists automatically added to All-Lib-Profs-L, Prof-Libs—L, Lib-Prof-Specs, Lib-Prof-IT  by LHR
___  Prepare workstation or office


Clean desk area
Supplies:  stapler, paperclips, pencils, pens, etc.


Chair

Ensure Computer Setup (Will be done by Systems Office, questions or issues to
lsupport@princeton.edu or 8-5580)
___  Does employee need login for Voyager Acquisitions, Cataloging, or Circulation?


If Acquisitions needed, Contact Carol Fagundus (8-5754) 


If Cataloging needed, Contact Joyce Bell (8-8625) 


If Circulation needed, Contact Joan Martine (8-3244) or Trevor Dawes (8-3231)

___  Training issues

Arrange Webmail training if needed (contact Staff Training and Development Coordinator)

Arrange Voyager training, if needed (contact Staff Training and Development Coordinator)

___  Arrange 1st week Welcome meeting with Staff Training and Development Coordinator


(Will cover general Welcome materials, Staff Training/Development opportunities and other

Orientation topics)

___  Set-up meeting for new employee with Library Buddy Program (contact Staff Training and

Development Coordinator)

_________________________________________________

First few days of work

___ (Optional, but encouraged) Show :  Princeton – Images of a University (@2hrs on the 250th
anniversary of Princeton University) to gain sense of history of the institution
http://www.princeton.edu/WebMedia/showcase/ 

___  Show immediate work area  

Restrooms and water fountains

Exits, elevators and stairs

Telephones and payphones
Photocopy machine

Supply cabinet

Keys, if appropriate
___  Show lounge/break/kitchen areas
___  Introductions

Other members of the work unit and department


Local fire marshal


New employee’s other principal work contacts 

If applicable, introduce staff member to Academic Department Manager and Office staff
___  Explain emergency procedures


Closest exits


Closest fire alarm


Library Incident Report Form


Princeton University Accident and Near/Miss Investigation Form

How to reach 911 from a Staff phone


How to reach Public Safety Emergency and non-emergency from cell phone

Add/review information on online notification system via Office of Human Resources self-service website http://www.princeton.edu/selfservice  
___  Explain departmental or unit policies:


Food and drink policy


Extreme weather policy


Mail service and policies


Regularly scheduled meetings


Scheduling software, if appropriate

___  Explain attendance policies

Check with Library Human Resources to ensure someone reviewed University policy

Regular hours and schedule

Time off (calling in sick, how to request vacation)

Time Collection, for biweekly or casual employees and their supervisors  

Other local record keeping procedures

___  Explain telephone policies and procedures


Phone locations


Phone etiquette and policies

Voicemail, if appropriate


Code for long distance, if appropriate

If applicable, provide “Placing calls from your University Phone”
http://www.princeton.edu/telecom/information.html 

___  Explain  email policies and procedures


Refer to new employee letter provided by LHR for NetID and information


Explain njp-l and other lists that employee may be on
___  Business cards, if applicable, refer new employee to the Fiscal Office

Contact Kathy Blaney (8-3245) or Lynette Gobin (8-3172)
___  Especially for new support staff


Explain probation period


Describe annual performance appraisal

___ Especially for new supervisors


Review PULA contract provided by LHR, if appropriate
Online version available: http://www.princeton.edu/hr/contracts/ 

Describe formal performance reviews


Discuss progressive discipline


Explain job reclassification process


___  Explain travel policies, if applicable


Travel Request Form  -  http://library.princeton.edu/departments/fiscal/fstravel.php 

Employee Travel Voucher

___  Provide copy of Library Ergonomic Plan


http://library.princeton.edu/hr/forms/ErgoPlan.doc (In Revision)
___  Training issues


Encourage staff member to participate in staff development/training programs

Indicate date/time of upcoming meeting with Staff Training and Development Coordinator
___  Tour of major sites in Firestone Library


(Training and Development Coordinator will also provide a Self Guided Tour document)

Staff door on B floor, Staff Lounge 
Training/Meeting Rooms:

Multi-purpose room in Staff Lounge


Staff Conference Room A-3-C


Electronic Classrooms A-6-D and 2-6-F


Rare Books East and West Rooms

Dixon Collection in the DeLong Room 

Other Firestone sites as appropriate
Encourage participation in LETC tours of all Library locations
___  Tour of Technical Services for professional staff


On request to AUL for Technical Services

