
 

    September 2021 
 

                                                   

               
Orientation Checklist – Program Specific, Development & Communications Team 

 

New Staff Name: _______________________________  Title:   _______________________________ 

Supervisor:   _______________________________  Start Date:  ____________________________ 

Program Specific orientation topics Delivery Method Due Date: Date 
Completed: 

Signature:* 

Who’s who on Board and LC Supervisor in person 1 week   

Website editing and Wordpress/ 
Cornerstone 

Sup. in person and self-
learning modules online 

1 week   

What does Trauma-informed Care mean in 
fundraising and communications? 

Supervisor in person 1 week   

RENXT and all CRM policies and procedures Supervisor in person and 
self-learning modules online 

1 week for in-
person; 1 month 
for online 

  

Time management and tracking Supervisor in person 2 weeks   

Supervision expectations Supervisor in person 2 weeks   

Social media posting and scheduling and 
using Hootsuite 

Sup. in person and self-
learning modules online 

2 weeks   

Publications review, including Annual 
Report and major funders overview 

Supervisor in person 2 weeks   

Google Ads  Sup. in person and self-
learning modules online 

3 weeks   

All about events, including the Harvest Ball Supervisor in person 3 weeks   

Online Express in RENXT Supervisor in person 1 month   

 

*For self-learning modules, new employee signs, for others, trainer signs                           
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