Roseville Public Library
New Employee Checklist

· Go Over Job Description in Detail
· Employment Physical, Psychological Exam, Background Check
· Employment Packet from Human Resources
· Organizational Chart, Supervisory Chain

· Dress Code 

· Library and City Campus Tour

· “Basics of Good Customer Service” document
· Key or key fob to the Building if Applicable
· Security Alarm Code/Password If Applicable
· Safe Combination if Applicable
· Locker

· Request Employee Badge (all employees), must include a version of their name (ex.  Mrs. Smith, Tom, A. Mansour)
· Mailbox
· Master Schedule & Rotation Schedule

· Payroll Schedule

· Request for Outlook Account 
· Staff Email Instructions

· Staff Email List

· Workflows Logins if Applicable
· Emergency Procedures
· Procedures Related to Specific Job

· Library Work Rules and Go Over City Employee Policies (Cell Phone Policy, etc.)
· Call-in and Time-off Procedures
· Cash Register Clerk Number

· Request Business Cards if Applicable
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