Western Michigan University

School of Social Work

Student Orientation Checklist

INTRODUCTIONS:

· Mission statement, philosophy, history

· Map of building/community

· Tour of agency/community

· Introduce agency staff and collaborative agency staff

OFFICE PROCEDURES:

· Telephone, voicemail instructions

· Mailboxes, supplies, copier, postage

· Mileage logs

· Staff meetings

· Computer operation

· Security instructions

STUDENT ITEMS:

· ID Badge

· Parking instructions

· Office/building keys

· Computer access codes

· Weekly schedule/time log

· Weekly supervision schedule

· Agency required immunizations

· Learning contract/evaluation

· Safety Checklist

GENERAL EXPECTATIONS:

· Open and professional written and oral communications

· Professional appearance

· Attendance and absences

· Smoking policies

· Protection of personal property 

· Lunch/break times

