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(Name of Your Department) Welcome Kit


1) Welcome Letter

2) Department
a. Mission Statement

b. Organizational Chart

c. Meet the Staff

d. Academic & Administration Phone/Email Directory

              f.  Benefits Wise Newsletter, July 2011
3) Nova Southeastern University

a. NSU Vision, Mission and Values
b. President G. Hanbury II Biography

c. University Administrators

d. Locations

i. NSU is all over the Map!
ii. Campus Map

iii. Shuttle Bus Schedule

4) Departmental Head Name
a. New employee Job Description
b. Health, Dental, Vision Plans

c. Leave Policies

d. Travel Policies

e. Tuition waiver Policy

f. Email Account Information: UserName & Password
g. Audix (Voice Mail) Instructions

              h  Your extension is (x) xxxx
5) Miscellaneous
a. Leave and Absentee Report Form
b. Timesheet for Non Exemp Employees (if applicable)
c. Employee Appraisal Form
d. Payroll Calendar

e. Holiday Calendar

Pocket contents  


Front:  New Employee Orientation Confirmation, Confidentiality Agreement, Summary of Benefits, Retirement Information












