Part-Time Guest Services Staff Onboarding
Checklist — Shakopee Community Center

Employee Name: Start Date:

Supervisor:

Pre-Start: Administrative Setup

Task

Initials

Date

Offer letter signed & returned

Background check completed

Completed HR paperwork (1-9, W-4, direct deposit, etc.)

Review & sign employee handbook and code of conduct

Provide emergency contact info

Uniforms issued (if applicable)

ID badge/access card issued

Payroll system login & timesheet instructions

CPR/First Aid Certification (if not already certified)

De-escalation/conflict management training

ADA awareness/customer service training

Day 1: Welcome & Orientation

Task

Initials

Date

Tour of facility

Staff introductions

Review mission, values, and customer service expectations

Review facility rules, emergency procedures, and evacuation plans

Parking and locker procedures

Systems & Technology Training

Task

Initials

Date

Civic Rec POS system for memberships, day passes, rentals

Membership check-in and Youth ID verifications

Room/rental booking procedures

Phone & email communication procedures

Incident/Accident report system training




Use of staff communication tools (radios, PA system, internal email)

Job Duty Training

Task

Initials

Date

Greeting and assisting guests/members

Facility tours and general information sharing

Handling member check-ins and drop-ins

Lost & found procedures

Handling complaints and conflict resolution basics

Opening and/or closing procedures

Pad locks for daily-use lockers check-outs

Supporting rental events (setup/cleanup, directing guests)

Safety & Emergency Training

Task

Initials

Date

Review emergency action plan (EAP)

Fire, severe weather, lockdown procedures

Location and use of AEDs and first aid kits

Who to call in emergencies (internal & external)

Panic button and emergency PA system use

Reporting injuries/incidents

Pool-specific rules and escalation procedures

Shadowing & Hands-On Practice

Task

Initials

Date

Shadow experienced team member at front desk

Practice check-in and POS transactions

Roleplay customer scenarios

Walkthrough of event setup/coordination tasks

Handle 1-2 real customer interactions with supervisor support

First 30 Days: Follow-Up & Check-In

Task

Initials

Date

Weekly check-ins with supervisor (first 4 weeks)

Review performance feedback




Address questions, concerns, and suggestions

Review schedule and shift availability consistency

Refresher training as needed

Employee Signature: Date:
Supervisor Signature: Date:




