WSU MOUNT VERNON
 CHECKLIST FOR ENTERING GRADUATE STUDENTS (GRA + Timeslip) / POST-DOCS

(Scan or photocopy above, and provide to Front Office )
--------------------------------------------------------------------------------------------------------------------------------------------------
Faculty Responsibilities After Arrival: 
_____
Instruct Student/Post-doc to provide photo (jpeg) and short bio (with signed permissions to use) 

to Fiscal Specialist (reception) and CAHNRS Graduate Coordinator 

_____
Introduce Student/Post-doc to Director, faculty, students, key staff members
_____
Instruct Student/Post-doc to complete all necessary forms, orientations, trainings 

_____
Encourage Student/Post-doc participation in all Center activities

_____
Make sure WSU Safety Checklist (WSU1249-SAFA006-0113) completed with program technician

_____
Provide any needed program-specific safety training 
Front Office Responsibilities: 

_____
Prior to student’s arrival, Fiscal Specialist (reception) to notify Graduate Student Liaison of needed desk/office space 
_____
Office Assistant (reception) to send All-Center e-mail welcome announcement (with photo and short bio); ensure information is added to Center website, and assign mailbox
_____
Fiscal Specialist (payroll/HR) to issue Grad Student/Post-Doc handbook and answer questions

_____
Fiscal Specialist (reception) to update WSU Mount Vernon telephone number and email address lists, and distribute to Center 

_____
Once orientations and trainings are completed, Administrative Manager and/or Fiscal Specialist (payroll/HR) to retain necessary forms/documentation in Center personnel file
Graduate Student/Post-doc Responsibilities: 
Meet with Administrative Manager ……………………………………..……………..
Date: _____/_____/_____
_____
Emergency contact information provided (Admin Manager advises on appropriate emergency contacts)
_____
Purchasing procedures and credit card uses reviewed
_____
MyWSU (zzusis) introduced
Meet with the Front Office Staff ……………………………………………………….
Date: _____/_____/_____
_____
Payroll documents (Direct Deposit, Driver’s license, I-9 Verification, W-4, etc.) completed and provided 


to Fiscal Specialist (payroll/HR)
_____
Housing arrangements completed with Office Assistant (reception), if needed


_____
Travel procedures (Travel Authority, Expense Voucher Forms) reviewed with Office Assistant (travel)

_____
Xerox copier authorization code obtained from Office Assistant or Administrative Manager


Obtain Information Technology Access ……………………………………………… Date: _____/_____/_____
_____
Computer access granted, WSU e-mail address confirmed, and WSU Net ID and log-in obtained



​​​​_____
Proximity card issued

Meet with Facilities Manager ………………………………………………………….
Date: _____/_____/_____
_____
Greenhouse, screenhouse, and growth chamber use reviewed

_____
Land use, field plot assignments, and access to field equipment explained
_____
Personal locker issued (if requested); general ARTB functions explained (coolers, septic system, etc.)
_____
Security/alarm system protocols explained, and access code and keys issued
_____
Vehicle check-out and proper vehicle use and procedures explained; fuel card issued if required
Complete Safety Trainings with Research Program Technician……………………
Date: _____/_____/_____
_____
Safety orientation checklist completed, and given to Jeanne (as required by WSU)
_____
Safety-specific training for WSU Mount Vernon completed (includes accident prevention; EH&S student 
website and fact sheets; emergency response; heat stress; laboratory safety practices; pesticide safety, 

storage, notifications and signage; tractor safety; pesticide/chemical storage, disposal, record-keeping)

Complete Supplementary Required Trainings ………………………………………

_____
WSU Sexual Harassment, Prevention, and Online Training,

Date: _____/_____/_____

(must be verified by Administrative Manager)

_____
WSU MyResearch for responsible conduct of research,


Date: _____/_____/_____


(must be verified by Administrative Manager)




_____
WSDA Pesticide License (optional by program)



Date: _____/_____/_____
Student to sign, date and return to advisor, who forwards to Administrative Manager upon completion
________________________________________________________________
Date: _____/_____/_____
Faculty Responsibilities Before Arrival: 





___/___/___	Date that Administrative Manager is e-mailed and/or notified of expected arrival time 		(Admin Manager alerts Graduate Student Coordinator, Liaison and GA staff)





New Advisee Name:  _______________________________ E-mail contact: ___________________





Anticipated Position:  _____ Post-Doc        _____ Ph.D. Student         _____ M.S. Student





Faculty Advisor / Program Name:   _____________________ /_______________________





Arrival Date (at Mount Vernon): ____/____/____    Olson House reservation needed: Yes___ No___





Circle the times anticipated at each location:


�
Mount Vernon�
Pullman�
Other�
�
Fall Semesters�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
�
Spring Semesters�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
�
Summers�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
2015, 2016, 2017, 2018�
�
Note: Keep Administrative Manager, Graduate Student Coordinator, and Liaison informed of location changes.








