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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

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

___  Inform appropriate fire marshal.

___  Does employee need keys? Contact Administrative Services

___  Does employee need photocopy card? Contact Photoduplication

___  Does employee need voicemail?  Contact Fiscal Office 

___  Does employee need long distance phone code?  Contact Fiscal Office 

___  Does employee need to be added to email lists? Contact “owner” of list

___  What server permissions are needed? Contact Systems Office

___  Will employee be using scheduling software?  Contact Systems Office for OnTime setup

___  Prepare workstation or office



Clean desk area



Appropriate computer connections



Supplies:  stapler, paperclips, pencils, pens, etc.



Ergonomic chair

_________________________________________________

First few days of work

___  Show immediate work area  

restrooms and water fountains

exits, elevators and stairs

telephones

photocopy machine

supply cabinet

keys, if appropriate

___  Introductions (provide organization chart)

other members of the work unit and department



local fire marshal



new employee’s other principal work contacts 

___  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



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 (provide brochure)



voicemail, if appropriate



code for long distance, if appropriate

___  Explain  email policies and procedures



refer to new employee letter for NetID and information



add employee to lists, as appropriate



explain NjP-l



request email training - contact Rhoda Kesselman

___  Explain emergency procedures



closest exits



closest fire alarm



Library Incident Report Form



Princeton University Accident and Near/Miss Investigation Form

___  Especially for new support staff



Explain probation period



Describe annual performance appraisal

___ Especially for new supervisors



Show PULA contract, if appropriate - www.princeton.edu/hr/contracts/library/


Explain work of Classification Review Board



Describe formal performance reviews



Discuss progressive discipline



___  Explain travel policies, if applicable



Travel Request Form



Employee Travel Voucher

___  Training issues



encourage staff member to participate in staff development programs



arrange meeting with representative of LETC



Email training 



Voyager training, as appropriate 

___  Explain private web space on University servers (Contact OIT Help desk or Library Web

Development Manager for assistance)

___  Tour of major sites in the Library



for Firestone staff:  staff door on B floor, Staff Lounge, Photoduplication, 



Firestone Staff Conference Room



Firestone Electronic Classroom


Other Firestone sites as appropriate 
Encourage participation in LETC tours

___  Tour of major sites on campus



Dillon Gym



Frist Campus Center



Nassau Hall

Prospect House

New South

McCosh Health Center

___  Tour of Technical Services for professional staff



on request to AUL for Technical Services

___  Tour of the important Web sites

· University site - www.princeton.edu/main/
· Library site - library.princeton.edu/
· University HR site, especially Benefits area - www.princeton.edu/hr/
· Library HR site - libweb.princeton.edu/hr/index.html
· Rights, Rules, Responsibilities for DOF staff - 




web.princeton.edu/sites/dof/publs/rplib03/LibRP_contents.htm
· Online Staff Directory - libweb5.princeton.edu/staff/search_zd.asp
· Requesting computer supplies online - libweb7.princeton.edu/supplies/
· Requesting assistance for computer problems- 

library.princeton.edu/departments/systems_office/index.php
· Online glossary of Library terms - 

libweb.princeton.edu/hr/training/GlossaryRev303.doc 
· Important sites for department or work unit
___  Local information and social life



Sports activities and gym



Arts on campus



Local restaurants



Arrange a few coffee breaks with colleagues



Encourage veteran staff to include new person in social life

