Academic and Student Services 
EMPLOYEE TRAINING CHECKLIST

Purpose:  

The Academic and Student Services Employee Training Checklist is designed to help employees learn about the College’s departments and procedures.  The checklist is to be individualized depending upon the employee’s duties and responsibilities.  The checklist may be used to help establish measurable goals for the Employee Performance Appraisal during the probationary period and will continue throughout the annual review period, or as needed. 


Directions to Supervisor:  

Place a check in the first column for each discussion item that would be beneficial to the employee.  

Place one copy in the employee’s folder in the supervisor’s office.  Review the Checklist with the employee.  Check periodically with the employee to determine the level of progress.

Upon completion of the checklist, which may take up to one year, send one copy to the Senior Vice President of Academic and Student Services. 


Directions to Employee: 

It is the responsibility of the employee to set and keep appointments with the Point of Contact listed on the Checklist.  Upon conclusion of these formal conversations, please have the Point of Contact sign and date the item(s) completed.

Meet periodically with the supervisor to discuss progress on the Checklist.  All checked items must be completed within the timeframe allotted.

When all of the checked items have been completed, meet with the supervisor to finalize this phase of professional development.  
Academic and Student Services 
EMPLOYEE TRAINING CHECKLIST
	Employee’s Name

	
	Date

	Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	|_|
	3D Printing Lab
	David Joyner
	
	     

	[bookmark: Check2]|_|
	Admissions Procedures
	Carla Washington
	
	[bookmark: Text5]     

	|_|
	Adult Learning Center
	Marvin Price
	
	     

	[bookmark: Check1]|_|
	Advising 
	Dean/Director/Dept. Chair
	
	[bookmark: Text1]     

	|_|
	Advisory Committees
	Dean/Director/Dept. Chair
	
	     

	[bookmark: Check3]|_|
	Ambassadors
	Sandy Ammons
	
	[bookmark: Text4]     

	|_|
	Assessment/Watermark
	Willie Pomeroy
	
	     

	|_|
	Athletics
	Dr. Shannon Yates
	
	     

	[bookmark: Check27]|_|
	Benefits Administration
	Brenda Nightingale 
	
	[bookmark: Text29]     

	|_|
	Blackboard
	David Riddle
	
	     

	|_|
	Budget Accountability
	Michelle Hall
	
	     

	[bookmark: Check4]|_|
	C-STEP Process (for students transferring to UNC)
	Loutricia Nelson
	
	[bookmark: Text6]     

	|_|
	Career Development Center
	Tiffany Lesane
	
	     

	|_|
	Center for Faculty Development
	Dr. Andrea Jackson
	
	     

	
Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	|_|
	Center for Innovation & Entrepreneurship/Small Business Center
	Kent Hill
	
	     

	|_|
	Classroom Inspection Checklist
	Dean/Director/Dept. Chair
	
	     

	|_|
	Class Observations – (F2F & Online)
	Dean/Director/Dept. Chair
	
	     

	[bookmark: Check29]|_|
	College & Career Readiness
	Randolph Williams
	
	[bookmark: Text31]     

	|_|
	Course Scheduling
	Dean/Director/Dept. Chair
	
	     

	|_|
	Credit for Prior Learning
	Carla Washington
	
	     

	|_|
	Curriculum Revisions
	Karen Williams
	
	     

	[bookmark: Check7]|_|
	Datatel Security Class Standards
	Robin Deaver / Tracy Verrier
	
	[bookmark: Text9]     

	|_|
	Dental Clinic
	Darla Hudock
	
	     

	|_|
	Developmental Education – Math
	Dr. Cameron Harmon
	
	     

	|_|
	Developmental Education – English & Reading
	Sarah Bruton
	
	     

	[bookmark: Check19]|_|
	Disability Support Services
	Dr. Casey Groover /                   Dr. Margarete Morley
	
	[bookmark: Text21]     

	|_|
	Document Control
	Staci Hollingsworth
	
	     

	|_|
	Employee Assistance Program Referrals
	Barbara Poggetti
	
	     

	[bookmark: Check35]|_|
	Evaluating Credentials 
	Academic Deans / 
Staci Hollingsworth
	
	[bookmark: Text37]     

	
Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	|_|
	Facility Maintenance
	Denise Kinnison
	
	     

	|_|
	FERPA
	David Sullivan
	
	     

	|_|
	Financial Aid
	Regina Mahoney
	
	     

	|_|
	Food Pantry
	Marlina Pineiro
	
	     

	[bookmark: Check23]|_|
	Fort Bragg Office
	Chuck Bradley
	
	[bookmark: Text25]     

	|_|
	Foundation Office
	Sandy Ammons
	
	     

	[bookmark: Check32]|_|
	Graduation Process
	Marlina Pineiro
	
	     

	|_|
	Grants Project Manager
	Cynthia Reeves
	
	     

	[bookmark: Check9]|_|
	High School Connections
	Malcolm Pace
	
	[bookmark: Text11]     

	|_|
	Horticulture Education Center
	Robin Pusztay
	
	     

	|_|
	Instructional Coaches
	Dr. Andrea Jackson
	
	     

	|_|
	ISA’s (Instructional Service Agreements), Articulation Agreements & MOU’s (Memorandums of Understanding)
	Dr. DeSandra Washington
	
	     

	|_|
	Keys/Building Access
	Carla Dewitt
	
	     

	|_|
	Law Enforcement/Emergency Management Center
	Yovana Vest
	
	     

	|_|
	Library
	Mary DiRisio
	
	     

	
Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	[bookmark: Check37]|_|
	LOR (Learning Objects Repository), VLC (Virtual Learning Center)
	Colleen Galan 
	
	[bookmark: Text39]     

	|_|
	Management Information Services/IT (Lab Upgrades, etc.)
	Pamela Scully
	
	[bookmark: _GoBack]     

	|_|
	Military Business Center
	Scott Dorney
	
	     

	|_|
	Online Standards/Quality Matters
	Colleen Galan
	
	     

	|_|
	Outside Events Scheduling
	Amanda Colores
	
	     

	|_|
	Performance Appraisals
	Carl Mitchell
	
	     

	|_|
	Performance Improvement Plans
	Carl Mitchell
	
	     

	[bookmark: Check13]|_|
	Perkins Grant
	Pamela Gibson
	
	[bookmark: Text15]     

	[bookmark: Check14]|_|
	PFHE (Parents for Higher Education)
	Kindra Moore-Smith
	
	[bookmark: Text16]     

	|_|
	Placement Testing & Assessment Office
	Adrienne Murphy
	
	     

	|_|
	Posting Vacancies
	Gail Davis
	
	     

	|_|
	Professional Development
	Barbara Poggetti
	
	     

	|_|
	Program Reviews
	Dr. Tiffany Watts
	
	     

	[bookmark: Check40]|_|
	Purchasing/e-Procurement
	Todd Dunn
	
	[bookmark: Text41]     

	|_|
	Quality Enhancement Plan (QEP)
	Michelle Walden
	
	     

	|_|
	Quality Matters/Online Standards
	Colleen Galan
	
	     

	
Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	[bookmark: Check39]|_|
	Recruitment Activities
	Sarah Formhals-Katthage
	
	     

	[bookmark: Check38]|_|
	Registrar’s Office Process
	Melissa Ann Jones
	
	[bookmark: Text40]     

	[bookmark: Check17]|_|
	SACSCOC
	Senior VP for Academic & Student Services or 
Tracy Verrier
	

	
[bookmark: Text19]     

	|_|
	Scholarships
	Eileen Hatch
	
	     

	|_|
	Spring Lake Campus
	Dr. DeSandra Washington
	
	     

	|_|
	Standing & Quality Committees
	Tracy Verrier
	
	     

	[bookmark: Check20]|_|
	Student Activities/SGA Programs and Processes
	Marlina Pineiro
	
	[bookmark: Text22]     

	|_|
	Student Connections Center
	Matilda Toro
	
	     

	|_|
	Student Drops / Withdrawals & Reinstatements
	Melissa Ann Jones
	
	     

	|_|
	Student Learning Center 
	Kareka Chavis
	
	     

	|_|
	Substantive Change
	Willie Pomeroy or
Tracy Verrier
	
	     

	|_|
	Success Coaches
	Aaron Mabe
	
	     

	[bookmark: Check22]|_|
	Success Closet
	Marlina Pineiro
	
	[bookmark: Text24]     

	|_|
	Surplus/Obsolete Equipment
	Dean/Director/Dept. Chair
	
	     

	|_|
	Textbook Adoption
	Megan Peterson
	
	     

	
Check Items to be Completed
	Professional
Development
Discussions
	Point of Contact
	Signature
of Point of Contact
	Date
Completed

	[bookmark: Check33]|_|
	Travel Requests
	VP or AVPs office or 
Ginny Griffith
	
	     

	[bookmark: Check34]|_|
	VA Programs and Processes
	Robin Newman
	
	     

	|_|
	Website Development
	Raja Mendadala
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