Faculty of Optometry, Rangsit University
On-Boarding Program for New Hire
New hire name:






                                                   
I. Resources: Dean and all faculty members. Immediate supervisor is responsible for new hire on-boarding  plan. Secretary prepares for all housekeeping items (seat, stationery, computer, any related document, etc.) and schedule.
II.  Role description: Prepare by immediate supervisor. Please put this in attachment. 

III.  Discussion topics: Sign off on attendance and met on-borading expectation.
Topics
Trainer           Date of class        
Expectation
     
      Trainer


      Signature
RSU and faculty overview
Dean


Understand overall







RSU and faculty policy






and conduct                                                                      
Academic overview 
WJ
     


Understand overall








courses and teaching








program, and expectation                           
General operation overview
WB



Understand general operation
(QA, Risk mgmt, KM), work

rule, employee’s benefits,  
and evaluation procedure
 
                 


Clinical operation
PW/TR



Understand clinic set-up, 








student assignment process








and grading                                                   
Ophthalmic dispensing 
MJ



Understand ophthalmic 






dispensing operation process






and grading                                                 
RSU campus 
MJ   



Campus introduction and tour                    
Note: WJ = Watanee Jenchitr, WB = Wuthikrai Boonvarute, PW = Pornpatcharin Wongsaisri, TR = Thareerat Raktrakulwitthaya, MJ = Matee Jaradaroonchay

IV.  Signature/date:
 ______________________________       _____________________________       ______________________________
                 New hire                                       Supervisor                                          Dean
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