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Disclaimer:  Information in this booklet is for resource purposes only.  In all instances, the 

NWCCD policies & procedures manual is the official source for college policies.  For specific 

questions related to your department., please ask your supervisor for guidance. 

 

The information presented in this booklet was effective at the time of publication.  All 

information is subject to change without notice as necessary to comply with state or federal 

law, accrediting agency regulations, regulatory agency regulations an/or actions of the 

NWCCD Board of Trustees.  The provisions of this booklet, unless otherwise noted, are 

subject to change without notice and do not constitute an irrevocable contract between any 

employee and NWCCD. 

 

NWCCD seeks to provide equal educational opportunities without regard to race, color, 

religion, national origin, sex, age, or disability.  This policy extends to employment, admission, 

and all programs and activities supported by the college. 
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ORIENTATION 

AGENDA 

The morning of your first day will be spent with a Human Resource 

Representative covering the following items as needed for your position. 

AGENDA ITEM:   TIME: 

 New Employee Paperwork   ___________ 

 Benefit Discussion and Applications ___________ 

 Sexual Harassment and FERPA  ___________ 

 Information Technology Meeting: ___________ 

◦ Overview of Computer System, Software  

◦ and Telephone System 

 Physical Plant Meeting:  ___________ 

◦ Introduction to School Dude, Work Orders,  

◦ and Vehicle Reservations 

 Introduce the President of the College ___________ 

 Campus Tour    ___________ 

 Business Office Procedures  ___________ 

 Marketing Photo   ___________ 

 College Bookstore, if applicable  ___________ 

 Other Job Related Items as Needed ___________ 

 Campus Police, if applicable  ___________ 
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Our Strategy is based on 

unique strengths of our College 

and our region.  We will focus 

on the following five areas as 

we pursue our vision: 

 Strategy – Culture Diversity 
◦ Increase diversity and contribute to the cultural life of the region by 

leveraging the beauty, culture and history of our area. 

 

 Strategy – Faculty Leadership 
◦ Ensure that NWCCD support for the professional development of 

faculty as educators and as leaders in the college (and as leaders in 

collegiate education) results in an enhanced academic culture and 

increased student learning. 

 

 Strategy – Student Success 
◦ Build an intellectual climate and learning environment that fosters 

student engagement and encourages learners to set and reach personal 

goals. 

 

 Strategy – Workforce Development 
◦ Be the valued on-the-spot provider of workforce development for 

business and industry. 

 

 Strategy – Continuous Quality 
Improvement 
◦ Employ sophisticated management tools, systems, and processes 

consistently and creatively. 6 

Our Strategy 



Our Mission / Vision 
 Our Mission: 

◦ Creating student success and making a difference in our communities 
through educational leadership. 

 

 Our Vision: 
◦ Our College strives to set the standard of excellence in higher education 

by: 

 Creating meaningful and engaging learning opportunities through 
innovative teaching and learning. 

 Attracting and supporting diverse and creative people and ideas. 

 Strengthening community and industry relationships by providing 
programs and services responsive to our constituents’ needs, and 

 Developing leaders to maintain and enhance the quality of economic, 
social, and cultural life in our communities. 

 

 Our Purpose: 
◦ To achieve the mission, the College provides the following: 

 General education to furnish the student with a common core of 
knowledge appropriate to an Associate Degree holder. 

 Programs of study at the freshman and sophomore levels to prepare 
students to successfully transfer to the baccalaureate program of their 
choice; 

 Technical education and training to prepare students to enter and re-
enter the job market, emphasizing employment opportunities in the 
College service area; 

 Continuing education to assist people in upgrading job skills for career 
advancement and in gaining personal enrichment; 

 Assistance to students in successfully meeting their educational goals 
through an appropriate variety of student support programs; 

 Help in the economic, cultural, and educational development of service 
area communities through its programs, the sharing of its human and 
physical resources, and through cooperative efforts with appropriate 
individuals and organizations. 
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NWCCD Leadership 

Information 
 What name do I use for the College: 

Northern Wyoming Community College District (NWCCD) is the 

official name of the college.  It is acceptable to use Sheridan / Gillette 

College. 

 

 Who are the Board of Trustees’: 

Kati Sherwood – Board Chair 

Bruce Hoffman – Vice Chair 

Robert Leibrich – Treasurer 

Rolf Distad – Secretary 

Norleen Healy 

Jerry Iekel 

R. Scott Ludwig 

 

 Who is the President of the College: 

Dr. Paul Young 

 

 Who is the Vice President of Gillette College: 

Dr. Mark Englert 
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YOUR REPORTING 
RELATIONSHIP 

The following is your chain of 
command for your position.  Please 
refer to it when calling in sick or 
dealing with issues. 

 

 

President / Vice President 

 

 

 

My Human 

Resource 

Representative 

 

 

 

Department Head 

 

 

 

Supervisor 

 

 

Employee 
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Employee Values 

Ethics, 

Integrity, and 

Prudent Use of 

Resources 

 

 

 

Gifts 

 

 

 

 

 

Policies & 

Procedures 

 

 

 

 

Public Servant 

NWCCD  prohibits the personal use of college 

resources.  Employees are expected to abide by a 

strict code of ethics and integrity, which includes 

maintaining confidentiality, upholding state, federal and 

local laws and regulations, and fostering the values of 

NWCCD.   (Policies & Procedures Series 1020) 

 

Any employee shall not solicit or accept any benefit 

from a person who does business with or may be 

likely to do business with the college in the future.  

Employees who are asked about gifts or donations to 

the college should refer these requests to the Gillette 

or Sheridan College Foundations. 

 

All employees are expected to abide by the District 

Policies & Procedures, which will be administered 

fairly and consistently.  Noncompliance may result in 

disciplinary action, up to and including termination.  

The District Policies and Procedures supersedes all 

other practices mentioned in other District 

Publications. (Policies & Procedures Series 1020) 

 

Employees must remember that their actions, 

whether professional, financial, or political, shall not 

conflict with their official NWCCD duties nor appear 

to do so.  (Policies & Procedures Series 1020) 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/about-nwccd/giving-to-the-college/gillette-college-foundation/
http://www.sheridancollegefoundation.org/web/
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf


Employee Conduct 

Attendance & 
Punctuality 

 
 

 

Appropriate 
Dress 

 

 
 

Customer 
Service 

 

 

 
Fiscal 
Responsibility  

 

 

 

 

Use of College 
Resources 

NWCCD requires each employee to report to 
work as scheduled.  Regular and punctual 
attendance is essential to a well functioning 
organization. (Policies & Procedures Series 4025) 

 

Professional attire is expected for NWCCD 
employees.  Individuals who are meeting the 
business community are expected to dress as the 
clients they would be meeting.  Certain employees 
must adhere to special dress standards or uniforms 
depending on the job that they are employed to do. 

 

Regardless of your position within the organization, 
you are a representative of the college.  The 
community, students, parents and anyone who uses 
our facilities should be treated with respect and in a 
dignified manner.  (Policies & Procedures Series 1020) 

 

All College Employees should consider the 
monetary impact of any action, or activity; and then 
insure that the college’s finances are being spent 
wisely.  All expenditures  should be for the benefit 
of the College, be necessary, and completed at the 
most reasonable cost.  (Policies & Procedures Series 
3000.1) 
 

The use of College Resources for personal benefit 
are prohibited unless authorized in writing by the 
President or Board of Trustees.  All resources 
should be used toward the mission and goal of the 
College. (Policies & Procedures Series 3015) 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf


Absences and Leave 

Absence 
Notification 

 

 

 

 

Emergency 
Closure 
Policy 

 

 

 
 
Sick Leave, 
Vacation, and 
Personal 
Days 

 

 

 
 

Holidays 

Employees need to call their supervisor within the 
first 30 minutes of the work day if you are going to be 
absent because of illness.  Your supervisor may require 
that you call him/her sooner depending on your 
position.  Please discuss with your supervisor the 
method of calling in sick and how early the call needs 
to be made by.   (Policies & Procedures Series 4065) 
 

In case of inclement weather or other emergency 
closing of the college, employees should listen to the 
radio for notification.   If at all possible, the College’s 
decision should be made by 7:00 AM.  Please see the 
exhibit on Page 30 to see the radio stations and 
contacts.   If the College is closed due to an 
emergency situation, the President or designee has in 
effect granted emergency leave to all employees.  
Please refer to the Policies and Procedures Series 
2000.5 for more information. 
 

Employees should refer to the Policies and 
Procedures Section 4065 I J and 4065 II K to 
determine how much vacation, sick leave, and 
personal days they will accrue each year.   The policy 
also gives definitions on what is covered and for 
whom.   They should also consult with their 
supervisor to determine the process for requesting 
days off. 
 

Holidays are determined by the Board of Trustees and 
ranges from 9-16 each year.  Please ask for an updated 
list for the current year.  Your supervisor or HR 
Specialist can help. (Policies & Procedures Series 4065 II 
K) 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf


Campus Facilities 

Mail 

 

 

 

 

 

Vehicles / 
Physical 
Plant 

 

 

 

 

 
Gym / 
Fitness 
Center / 
Exercise  
Area 

 

Cafeteria & 
Snack Bars 

 

 

Each employee or department has a mail slot at the 
college where mail the College receives is placed.  You 
are also able to mail college business items in 
between the campuses or to the public from this area 
as well.  Please see Bev Bates (Sheridan)  or Vicki 
Odegard (Gillette) with any further questions. 

 

Only College employees approved by administration 
in advance may operate a College owned vehicle.  The 
driver must comply with all federal and state laws and 
regulations developed by the Administration.  Vehicle 
reservations should be made through the College 
website.  A Motor Pool Driver Request Form needs 
to be filled out prior to operating a vehicle.  Please fill 
out and return this form at least 2 weeks in advance.  
Contact Mary Edmundson (Sheridan) or Chantell 
Russell (Gillette) with questions or to get a form. 
(Policies & Procedures Series 3010) 

 
Employees have access to the College Facilities which 
may include exercise area, fitness center, or walking 
track.  Times and availability of the area are subject to 
change.  Please ask the College for contact 
information and further details. 

 

The Cafeteria and Snack Bars are owned and 
operated by outside organizations.  Employees are 
offered discounts or bonus buy purchases, please see 
a food service representative for more details. 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf


Campus Policies 

Drug & Alcohol 
Policy 

 

 

 

 

 

Sexual 
Harassment 
Policy 

 

 
Smoking Policy 

 

 

 

 
Telephone 
Policy 

 

 

 

Web / Internet 
Policy 

NWCCD is a Drug Free Campus and prohibits the 
unlawful possession, use, or distribution of illicit drugs 
and alcohol by students and employees on any NWCCD 
property.  It also prohibits employees to be working 
while under the influence. (Policies & Procedures Series 
3019) 

 

The College is opposed to the existence of a working 
climate wherein inappropriate and/or disrespectful 
conduct of a sexual nature exists.  Sexual Harassment 
will not be tolerated at NWCCD.  Questions and/or 
complaints about sexual harassment can be addressed by 
your supervisor, or the Human Resource Department. 
(Policies & Procedures Series 4004) 

 

All NWCCD facilities are non-smoking.  Smoking is 
prohibited anywhere within the buildings, including rest 
rooms, break rooms, and stairways.  It is also prohibited 
anywhere on College Property.  Smoking is only allowed 
in a private vehicle parked on campus. (Policies & 
Procedures Series 3018) 

   

Except for emergencies, employees should make and 
receive personal calls only during lunch time or break 
time.  Personal calls must not interfere with the 
employee’s work.  Long Distance Calls using a code 
should only be used to conduct NWCCD business.   

 

The District supports a connection to the Internet and 
the World Wide Web for faculty,  students, and staff in 
support of the mission of the College. 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf


Evaluations & 

Development 

Contracts / 

Salary 

Information 

 

Evaluations 

 

 

 

 

Who 

Completes 

Evaluations 

 

 
 

Professional 

Development 

Faculty contracts are issued each Spring.  Staff Salary 

notification letters are issued each Fall. (Policies & 

Procedures Series 4000.1 II) 

 

All faculty, classified and administrators are evaluated 

annually.  Evaluations are based on job descriptions 

and goal performance.  Copies of annual evaluations 

are kept in the employee personnel file. (Policies & 

Procedures Series 4000.3) 

 

Evaluations for Vice Presidents, Deans, Directors, and 

Classified Staff are done by their immediate 

administrative supervisors.  Faculty Evaluations are 

completed by the Deans, Directors, and the Vice 

President of Academic Affairs. (Policies & Procedures 

Series 4000.3 & 2000.1) 

 

Professional Development is encouraged for both 

Faculty and Staff.  It assists in the College’s growth.  

Applications, Guidelines, and information regarding 

the Staff Development and Faculty Development are 

available in the Public Folders in Outlook.  Please 

refer to the Committee Exhibit for members on both 

of these committees for further information. (Policies 

& Procedures Series 4005) 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf


Schedules & Time 

Work Week 

 

 

 

 
Overtime & 
Comp. Time 

 

 

 
Schedule 
Changes 

 

Lunch Break 

 

 

 

 

Pay Period 

The work week begins on Sunday and ends on 
Saturday.  You are expected to work your normal 
hours per week, unless leave is requested and 
approved, or a holiday is granted.   You are expected 
to report to work and leave work as agreed upon 
between you and your supervisor.  (Institutional Practice) 

 

Overtime & Comp. Time provisions apply only to non-
exempt employees.  A non-exempt employee must 
have prior approval from his or her supervisor to 
work in excess of forty hours per week.  Overtime or 
Comp time is approved at the discretion of the 
supervisor.  There is no compensatory time for 
exempt employees. (Policies & Procedures Series 4000.1 
VII) 

 

You should not make any change in your schedule 
without prior approval from your supervisor. 

 

Lunch Breaks should be taken at the time agreed 
upon between you and your supervisor.  Lunch may 
not be worked through to allow an earlier quitting 
time without prior consent from your supervisor.  The 
lunch period is usually 60 minutes. 

 

The pay periods begin on the first and the sixteen of 
the month and run until the fifteenth or the last day of 
the month.   Pay days are on the fifteenth and the last 
day of each month.  Please see the exhibit on Page 28 
to determine when timesheets are due.  (Institutional 
Practice) 
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http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf


Where to Find? 

Academic & 
Holiday 
Calendars 

 

Telephone 
List 

 

 
Policies & 
Procedures 

 
Committee 
Minutes 

 

 
Insurance 
Forms & 
Booklets 

 

 

 

 
Insurance 
Companies 

 

http://www.sheridan.edu/site/about-
nwccd/employment-opportunities/holidays-and-
academic-calendars/ 

 

http://www.sheridan.edu/site/directory/   The 
employees are listed by name or you can get a 
comprehensive list by clicking either Sheridan or 
Gillette on the left hand side of the screen. 

 

http://www.sheridan.edu/site/about-nwccd/policies-
handbook/  Please see the Table of Contents to know 
which series different items are located in. 

 
Go to Inbox in Microsoft Outlook 
Click Public Folders 
Click All Public Folders 
Click Committees 
Click Committee Minutes of Choice 
 
http://personnel.state.wy.us/EGI/Index.htm 
Employee’s Group Insurance website has rate 
calculators, plan books, contact information, and 
forms.  Please contact HR or EGI with questions: 
         EGI 
         2001 Capital Ave.  Room #106 
         Cheyenne, WY 82002 
         (800) 891-9241  Fax: (307) 777-7685  
 
 
Health – Cigna 
Dental – Delta Dental 
Vision – VSP 
Long-Term Disability – The Standard 
Life – Minnesota Life 
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http://www.sheridan.edu/site/directory/
http://www.sheridan.edu/site/directory/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
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https://www.mycignaforhealth.com/default.aspx
https://www.mycignaforhealth.com/default.aspx
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf


EXHIBITS 
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HOLIDAY 
SCHEDULE FOR 
THE CURRENT 
SCHOOL YEAR 

The holidays are approved by the Board of Trustees and can range from 9-16 days 

per year. 
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HOLIDAY 
SCHEDULE FOR 
THE 2011-2012 
SCHOOL YEAR 

The holidays are approved by the Board of Trustees and can range from 9-16 days 

per year. 
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RADIO 
INFORMATION 
FOR COLLEGE 
CLOSURES 

Please refer to your specific area for 

contact information. 

 Gillette:  Mark Englert 

◦ Basin Radio Network:   (307) 686-2242 

 (The Fox:  100.7 FM  or   The Edge 96.9 FM) 

◦ KOAL 103.9 FM:   (307) 687-1003 

 

 Johnson County:  Micah Olsen 

◦ KLGT 92.9FM:  (307) 684-5126 

◦ KBBS  1450AM:  (307) 684-7070 

◦ KZZS  98.3FM 

 

 Sheridan:  Cheryl Heath / Kent Andersen 

◦ Sheridan Media (307) 672-7421 

 (KROE 930AM;   KZWY 94.9FM;  KYTI 93.7FM;  or 

KWYO  1410AM) 

◦ KLGT 92.9FM:  (307) 684-5126 

◦ KBBS  1450AM:  (307) 684-7070 

◦ KZZS  98.3FM 
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INFORMATION THE COLLEGE 
NEEDS PRIOR TO VEHICLE 
AUTHORIZATION 

Please see the Physical Plant website 

to print and fill out a form.  Return to 

either Mary Edmundson (Sheridan) or 

Chantell Russell (Gillette). 
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Sheridan Vehicle 

Information 
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INSTRUCTIONS 
FOR FILLING OUT 
AN INCIDENT 
REPORT ON THE 
SHERIDAN 
CAMPUS 

For answers to any further 

questions, please contact the 

Campus Police. 
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2010-11 Men's Basketball Schedule 

•% Exhibition/Scrimmage  
•Home games are in bold 
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2010-11 Men's Basketball Schedule 

•% Exhibition/Scrimmage  
•Home games are in bold 
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2010-11 Men's Basketball Schedule 

•% Exhibition/Scrimmage  
•Home games are in bold 
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DISCOUNT ON 
YOUR HEALTH 
INSURANCE 

Visit the Healthier Wyoming 
Website for more information and 
to register: 
http://www.healthierwy.org 
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Employee Discounts 

There are several programs that are available to employees of 

NWCCD.   

 

• Tickets to some college events at a discount or free 

• See the HR department or Front Desk for assistance. 

 

• Discounts at the College Bookstore 

• Notify the Bookstore when you check out. 

 

• Employee Discounts when you purchase a Munch Card from 

Sodexo on the Sheridan Campus  

 

• To obtain the following discounts, refer to the instructions on 

the next few pages: 

 

• Dell Computer Discount 

 

• Hewlett-Packard (HP) Discount 

 

• Microsoft Office Software Agreement 

 

• Verizon Wireless Discount 
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Dell  Computer 
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Microsoft Office 

Hewlett-Packard 
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Verizon Wireless 
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Department Checklist 
Attendance 

 

 

 

 

 

Job Expectations 

 

 

 

Equipment & 

Property Use 

 

 

 

Safety & Security 

 

 

Personal 

Concerns 

 

 

Professionalism 

 

 

 

Facility & Co-

workers 

 

___Attendance Policy 

___Work Schedule / changes 

___Tardiness 

___Calling in sick (when and whom) 

___Lunch periods 

___Inclement Weather 

___Official College Closure 

___Requests for Time off 

 

___Training on day-to-day operations 

___Performance Evaluation Schedule 

___Job Responsibilities and Goals 

___Corrective Discipline and Appeals Process 

___Chain of Command 

 

___Ordering Supplies 

___Photocopying 

___Operation and Maintenance of Equipment 

___Voice Mail & Greeting 

___Fax 

___Mail (Inner Office & Postal) 

 

___Keys & Building/Office Access 

___Building Hours & After Hours Procedures 

___Evacuation Plans & Location of Fire Extinguishers 

___Accidents & Emergencies (First Aid Kit) 

 

___Break Room Facilities 

___Restroom Locations 

___Safeguarding Personal Belongings 

___Smoking Policy 

 
___Customer Service Role and Standards 

___Personal Phone Calls & Visitors 

___Integrity  

___Appropriate Dress 

___Confidentiality 

 

___Meet Co-workers 

___Co-worker’s roles/responsibilities 

___Where to Park 

___Facility Map 
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