New Employee Orientation

1.   Human Resources









A.   Tax forms – W4 for both Federal and state (must be completed first day of employment)



B.   I9 Form (must be completed first day of employment)







C.   Personnel Data Record form (must be completed first day of employment)



 
D.   Direct deposit form (must be completed first day of employment)
E.   Payday information – timecards

  *  F.   Benefits

1).
Health Insurance - GHP PPO or Health Savings Account (HSA) plans
a.
Directories
b.
Applications
c.
Continuation of Coverage Notice (COBRA) 

2).
Retirement – The Hartford and TIAA-CREF application and materials

3).
Cafeteria Plan - ASI application and materials

4).
Life Insurance, LTD, and AD&D – The Standard Insurance Company

a.
College paid life and optional life insurance

b. Enrollment and Change form, and Medical History Statement (for optional life insurance)
             5).  Employee Assistance Program – Boone Hospital Center EAP handout

             6).  Voluntary Dental Plan – Trustmark handouts and enrollment form

             7).  Voluntary Pre-Paid Legal/Identity Theft – handouts

             8).  Summary of Benefits – Westminster College benefit plans
G.   Employee Handbook (staff only; faculty receives Faculty Handbook from Dean's office)

1).
Provide copy of Handbook

2).
Have new employee sign receipt form

3).
Highlight contents

4).
Discuss harassment and discrimination policy

H.   Mission Statement, Vision, and Core Values

2.
Business Office

A.    Parking Permit and site map – see Kay Fink for permit (5225, WH104))

B.    Voice Mail and phone directory – see Lori Anderson for instructions, copy codes, and long distance codes (5230, WH103)

3.
Student Activities - College ID – see Residential and Greek Life for photograph and ID card (5242, RES/GRK, 327 W. 7th Avenue)

4.
Computer Services

 A.    Computer account – contact HELP Desk to start account (5169)

 B.    Web Site – provide biographical data to Christy Satterfield (6236, WH22).  Visit Westminster College web site for examples (www.westminster-mo.edu)

5.
Library - Library barcode – once you have your college ID, bring it to the front desk of the Library to get entered into the library patron database

6.   Safety – schedule a meeting with Colleen Donnelly (5351) for a campus safety orientation

7.
Mueller Leadership Dining Hall and Johnson College Inn (JCI) - check with manager of Dining Service for information about eating meals on campus (5352)

8.
Immediate Supervisor

A.    Business Cards – check with your supervisor; business cards are printed once or twice a year through the College Relations

B.    Keys – your supervisor should arrange for any necessary keys but request forms can also be obtained from Venita Renner in Plant Operations (5018)

C.    Phone cards, credit cards – supervisor will authorize as appropriate (see Kay Fink for credit card application and Lori Anderson for phone card)

D.    Orientation – your supervisor will conduct or arrange for:

1). Meetings with office colleagues

2). Meetings with staff from other offices on campus

3). Tour of campus together or for orientation tour with Enrollment Services (normally once every hour on the hour during the school year)

4). Performance Management Planning (PMP) – discussion of job responsibilities and expectations 
* Indicates for fulltime employees only; otherwise, for fulltime and part-time employees.

