OLD DOMINION UNIVERSITY
DEPARTMENT CHECKLIST FOR SUPERVISORS
OF NEW WAGE EMPLOYEES

EMPLOYEE NAME EMPLOYEE ID NUMBER

NAME OF SUPERVISOR DEPARTMENT:

HIRE DATE NEw EMPLOYEE ORIENTATIL48 608.16 Tm[E)0.5 (W)a T0.002 Tc 0.097 Tw -35.06 -1.157 Td



http://www.odu.edu/facultystaff/employee-services/managers/managing-hourly-positions
http://www.odu.edu/facultystaff/employee-services/managers/managing-hourly-positions

Campus- Point out the department/building in reference to other buildings on campus. Point out any other
buildings and locations the employee may need to know. A tour of the campus is encouraged.

Parking — Point out parking locations and Parking Services.



Reporting of Time and Attendance — Explain that all hours worked are reported via the web. Please have
your employee (s) complete the Web Time Entry tutorial at:
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