
New
Supervisor
Orientation



What is the most important 
role of a supervisor?

Understand my role and the role of those I supervise

Set clear expectations and communicate effectively

Motivate and develop my employees



Hiring/Onboarding Process
HR Policies for Employees
Time Cards and Payroll
Performance Management
Employee Relations



Full Time Staff: 224
Part Time Staff: 350
Full Time Faculty: 117
Adjunct Faculty: 404
Administrators: 27



Posting and 
Screening

• Complete the rationale form (to be approved by HR/President/President’s Team member)
• HR posts open position for two weeks once approved
• HR Screening process – candidates are reviewed to ensure they meet the minimum requirements

Interviewing

• Hiring supervisor reviews candidates in Page Up
• Interviewing and/or Search Committee

Selecting

• Hiring supervisor communicates selection and HR runs background check
• HR completes Salary Calculation Worksheet (to be approved by HR/President/Budgeting/Supervisor)
• Hiring supervisor makes verbal offer and completes EAR to submit to Kay Nixon/Willie Neal

Onboarding

• HR sends offer letter to selected hire through Page Up
• Selected hire accepts the offer and HR schedules onboarding meeting to complete paperwork  to 

start

Full-Time Hire Process



Posting

•Hiring supervisor sends email to Kay Nixon with the position title, job code, GL#, and 
department budget communication of approval

•HR posts open position for two weeks OR hiring supervisor shares link to specific individual

Interviewing 
and Screening

•Hiring supervisor reviews candidates in Page Up
•Interviewing as needed – Hiring supervisor must confirm selected hire meets minimum 

requirements

Selecting

•Hiring supervisor communicates selection, completes EAR to submit to Kay Nixon/Willie Neal, 
and HR runs background check

•Hiring supervisor makes verbal offer contingent upon cleared background check

Onboarding

•HR sends offer letter to selected hire through Page Up
•Selected hire accepts the offer and can come to complete paperwork to start on Monday, 

Wednesday, or Friday between 1pm-5pm anytime

Part-Time Hire Process



MUST complete I-9
ON or BEFORE first 

day of work



Use this form anytime 
you want to make a 
change for an employee

 New Hire
 Rehire
 Position Change

PLEASE PRINT LEGIBLY



New 
Hire

Brand new 
to DCCCD 

(must have 
background 
check and 
application 

already 
completed)

Rehire

Has worked 
in DCCCD in 

the past 
(any 

College/
Campus/
Location)

Add 
Position

Splitting 
current 
position 
with a 

second one

Change 
Position

Switching to 
different 
position



NOV/Rationale Form

Must be completed to start 
the process of filling a 
vacant position

Will be reviewed by 
President’s Team

Check out an example in 
your binder



LEAVE TYPES
AN OVERVIEW OF PAID LEAVES



VACATION

Full-time staff — Staff accrue vacation 
time based on their duration of service with 
DCCCD:

 0-60 months (5 years) 1 day per month (8 
hours)

 61-120 months (6 to 10 years) 1.25 days 
per month (10 hours)

 121-180 months (11 to 15 years) 1.50 days 
per month (12 hours)

 181-239 months  (16 to 19 years) 1.75 days 
per month (14 hours)

 240 months (20 years or more) 2 days per 
month, (16 hours) 

Only 48 days maximum per year are carried 
into the next fiscal year. 

Full-time administrators 
 Employees on 12-month contracts are 

eligible for 24 working days of vacation 
per fiscal year (accruing two days per 
month). Only 48 days maximum per year 
are carried into the next fiscal year. 



SICK LEAVE

 Administrators: 12 days/96 hours per 
new fiscal academic year (Sept. 1).

 Staff: 12 days/96 hours paid sick leave 
per new fiscal academic year (Sept. 1).

 Faculty:  six hours of paid sick leave 
per month for the length of the 
employment term (Sept. 1).

A maximum of 66 days per year can be 
carried forward into the next fiscal year. 

Sick leave shall only be used for the 
following:

 1. illness of an employee.

 2. Illness of a member of the 
employee's immediate family or 
another person who occupies a position 
of similar significance in the family of 
the employee. Up to 12 days per year 
or 96 hours

 3. Family emergency.

 4. Birth or placement of a child when 
taken within the first year after the 
child's birth, adoption, or foster 
placement. 

 5. When employees have medical or 
dental appointments are during the 
work hour, get the supervisor's 
approval.

 6. Appointments with the College 
District-authorized employee and 
dependent assistance program 
provider.



Bereavement (Funeral Leave)

 Up to three (3) consecutive days, 
per episode, may be granted at 
any one time for the death of an 
immediate family member

 "Immediate family" is defined as:

 spouse, 

 son or daughter, 

 a son- or daughter-in-law, 

 Parent and parent-in-law, 

 Sibling and sibling-in-law, 

 grandparent and grandchild or 

 any person residing in the 
employee's household at the time 
of illness or death.



PARENTAL LEAVE

 A full-time employee employed for 
36 consecutive months or more 
may take up to four (4) 
consecutive weeks of paid leave.

 A new-born child, 

 Placement of a child in the 
custody of the employee for 
adoption, or foster care, 

 Employee leaves within the 12 
months at the beginning of the 
birth of a child, or the placement 
of the child in the custody of the 
employee for adoption or foster 
care. 

 Employee requesting leave must 
provide the appropriate medical, 
adoptive, or foster care 
documentation



CATASTROPHIC SICK LEAVE POOL

 The month of August is set aside 
for administrators and staff 
employees to donate a maximum 
of 10 days (80 hours) to the 
Catastrophic Sick Leave Pool. 

 Faculty employees may contribute 
to the pool annually from May 1 
through June 1.

 During hardship and when an 
employee has exhausted all leave 
time earned (vacation, sick days, 
extenuating circumstances days), 
an employee and employee’s 
family may request to use days 
from the sick leave pool. 

 The maximum number of days 
available to be drawn from the 
sick leave pool is one-third of the 
total amount of time in the pool 
or 90 working days. 

 Up to 12 working days for a 
dependent after a 20-calendar day 
elimination period.



Court Appearances (formerly Jury Duty)

 Full compensation for jury duty 
due to compliance with a valid 
subpoena or for jury duty by the 
College District and shall not be 
deducted from the employee's pay 
or leave balance. 

 This privilege does not apply to 
court cases involving an 
employee's personal business. 



MILITARY LEAVE

 An employee may be granted a 
leave of absence from their duties 
without loss of time, vacation 
days or salary.

 This is for a period not to exceed 
fifteen (15) working days per year 
to perform authorized training or 
short-term active duty military 
service.



Personal Leave (formerly Extenuating 
Leave)

 All employees shall earn two days 
of paid leave per fiscal year to 
conduct personal business in 
accordance with administrative 
regulations. 

 An employee may accrue, and use, 
if available, a maximum of four 
days of personal leave each fiscal 
year. 

 Upon termination of employment 
with the College District, accrued 
personal leave forfeited. 



SABATTICALS (LONG AND SHORT-TERM)

 Sabbatical leave, if approved, is 
granted to faculty and 
administrators who have worked 
at least seven (7) consecutive 
years. 

 The purpose of sabbatical leave is 
for personal and professional 
improvement that benefits the 
institution of students and 
employees.

Long-term sabbatical leave:

 Administrators: for one (1) 
semester,

 Faculty: up to one (1) year. 

Short-term sabbaticals leave:

 Administrators: a maximum of six 
(6) weeks,

 Faculty: six (6) to 12 weeks.

Staff is not eligible for a sabbatical 
leave of absence.



WORKER’S COMPENSATION

 When employees receive injured 
on the job, the district covers the 
workers' compensation insurance. 

 Injuries sustained on the job must 
be reported immediately to the 
employee's supervisor and then to 
the nurse’s office.



HOLIDAY CALENDAR

NAME LENGTH OF HOLIDAY SPECIFICS OF HOLIDAY

MARTIN LUTHER KING, JR One (1) Day Third Monday in January

SPRING BREAK Five (5) Days The week of Spring Break as provided in academic calendar

GOOD FRIDAY One (1) Day

MEMORIAL DAY One (1) Day

FOURTH OF JULY One (1) Day If holiday falls on a Saturday the Friday before will be 
recognized, if on Sunday the Monday afterwards will be 
recognized

LABOR DAY One (1) Day

THANKSGIVING Two (2) Days Thursday (Thanksgiving) and following Friday

CHRISTMAS AND NEW YEARS Six (6) Days Christmas Day through New Year’s Day

CHRISTMAS EVE One (1) Day Only when December 24th falls on a Monday



Everything you need to 
know about entering 
time sheets!











Approved – The time sheet has been 
submitted and approved.

Pending Approval – The time sheet has been 
submitted and is ready for approval.

Incomplete – The time sheet has not been 
submitted to the supervisor.

Rejected – The supervisor has rejected the 
time submitted and the employee needs to 
correct and resubmit the time sheet.



Unique Situations

Contact HR asap if missing employee for time sheet 
approval 

Work on Holiday – must include comments

Work/Study – must have enough funding to cover 
hours worked during pay period

Part-Time vs Full-Time time sheet due dates









Performance Improvement Process
Verbal 

Warning

Written 
Warning

Performance 
Improvement 

Plan

Decision 
Making Leave 

Day



Reported by an 
employee against a 
supervisor

Must have occurred 
within the past 30 days



Administrative
Leave





Hostile Work Environment



ADA Disability Accommodations



Contact us in the Human Resources Office

Visit us: G420
Call: 972-273-3000
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