North Point Ministries, Inc.

 New Hire Information

Office

· Dress code (reference Personnel Manual for details)

· Office etiquette 

1. Clean up after yourself in workroom & kitchen

2. Music should not be played without headphones

3. Use conference rooms or offices when discussing confidential information with other staff (cubes are not sound proof!)

· Office hours:

Monday – Thursday, 9 am – 5 pm

Friday, 9 am – 1 pm

· Full-time employees are expected to work 40 hours/week unless job   

     description requires less

· Building hours:

You will receive a fob from the facilities staff.  This allows access into the building during normal building hours:  


Mondays - Thursdays, 6:00 a.m. - 11:00 p.m.


Fridays, 6:00 a.m. - 6:00 p.m.

Times vary on weekdays and holidays.

You must not enter the building outside these times unless you have been given an alarm code by facilities.  Doing so will set off the alarm, causing the police and the Director of Facilities to respond.

· Phone lists:

Updated phone lists are available on NPCCi – Online Info under “Directory.”

Staff home and cell phone numbers are confidential – please do not give out another staff member’s phone number.  Member/attendee information is also confidential.

· Keep the receptionists informed of any events happening in your area (e.g. GroupLinks, Fusions, etc.).   Inform receptionist if you will be out of the office for an extended period of time and who will fill in during your absence.

· Many employee forms, including benefit, tax, and HR forms, are located on the staff page of www.northpointleaders.org under various folders.  A 'change of address' form is available in the HR folder.

Workstations

· Business cards and a nameplate will be ordered for you by the Office Coordinator.  

· Voicemail  

Initial password:  

Include in your greeting:

Name

 
Department/Title

Work/Office hours

· NPCCi Online (intranet): 

login = 

password =

· Access to www.northpointleaders.org.  You will receive an email that contains your initial password.  Login is...

· Server/email access

Password = 

Email address = 

· Computer Help:

For any computer or technical questions, send an email to the attention of 'Computer.Help.'  If you are unable to email, please call…

General

· Staff meetings are held every Monday morning at 10:00 a.m. in the Attic.  Breakfast is served the first Monday of each month to celebrate staff birthdays, and someone gives a leadership teaching.

· Each employee should attend orientation with Andy and Roll Call training (invitations/notifications are sent via email).

· Membership:

Staff members are encouraged to complete the membership process as soon as possible.

· Vacation Requests:

Employee should secure approval from his/her immediate supervisor.

· Purchases (if applicable):

Cover purchasing policy for your area.  Designate which items are standard purchases and which items require prior approval.  Schedule a time to meet with the Accounts Payable Clerk for training in how to fill out check requests.


