
Print FormArkansas State University 
Departmental Orientation Form

Employee ASU ID:   Employee Name:

Dept. Contact:

College/Dept:

Supervisor: 

Job Title:

Fire Exits

Fire Extinguishers

MSDS Location

First Aid Kits

PPE (Personal Protective Equipment needed)

The supervisor will thoroughly discuss the following topics with the new employee:

Supervisor Signature Employee Signature

Original to be filed in the Personnel File in the Department.

I have reviewed the above information with 
the employee and have provided answers 
to questions presented.

My supervisor has reviewed the above 
information with me to my satisfaction.

Introduction to co-workers and tour of department

%JTDuTT KoC deTDrJptJon

Discuss &mpMoZee )andCooL

3eWJeX performanDe eWaMuatJon � dutJeT � reTponTJCJMJtJeT

3eWJeX of TpeDJaM eRuJpment operatJon
 Jf approprJate for KoC 

%JTDuTT IourT of XorL
 CreaL tJmeT
 and MunDI tJmeT
 JnDMudJnH tJme traDLJnH TZTtem
 Jf appMJDaCMe 

%JTDuTT annuaM and TJDL MeaWe tJme and reportJnH 	WJa #anner 4eMf 4erWJDe or tJme traDLJnH TZTtem


Discuss Inclement Weather Procedure/essential personnel and advise expectations based on department and role

Provide specific call-in information for absence 

Discuss absence policy (disciplinary procedures to be followed) 

Discuss pay date and pay check distribution 

Review departmental safety:

Discuss what to do if injured

Personal phone calls / visitors policy

Review appropriate attire for job

Driving on campus (must complete Vehicle Safety Forms and deMJWer to 3JTL .anaHement 0ffJDe 

Employee has completed New Hire Forms and returned to HR (Part-time only)

&mpMoZee IaT proWJded orJHJnaM pIoto *%�doDumentT to )3 for 'orm *�� WerJfJDatJon on fJrTt daZ of empMoZment


