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eLEET: Electronic Laboratory Employee Enrichment Toolkit 

New Employee Orientation Packet
Name:____________________________ Position Title:______________________________

Position Number_____________ Work Location:___________________________________

Supervisor’s Name:_____________________________ Phone Number_________________

The following areas will be reviewed and discussed with each new employee within the first three days of employment.

Personnel:


















Date Completed

Initials

Map of the Complex 













_____________

________

Employee Handbook              










_____________

________

Table of Organization for Office and Department




_____________

________

ID Card and Building Access











_____________

________


Parking Locations                  










_____________

________


Social Security Card – Driver License







_____________

________


SSN Disclosure















_____________

________


Oath of Loyalty















_____________

________

Form I-9

















_____________

________
Employee Acknowledgement Form








_____________

________
Computer Use & Confidentiality Agreement





_____________

________
Essential Employee / Position Description






_____________

________
      Performance Evaluation Standards & Policy





_____________

________


Telephone Use Policy













_____________

________


Work email address                   









_____________

________


Pay Period - Biweekly Schedule / Leave Balance Sheet

_____________

________

Work Schedule 8:00am to 5:00pm / Flexible Hours



_____________

________


Timesheet

















_____________

________

Workers Compensation



`








_____________

________


Retirement
















_____________

________


EAP – Employee Assistance Program







_____________

________


Tuition Waiver















_____________

________


Enrollment in Benefits through People First






_____________

________

FLAIR Accounting and Information Resource





_____________

________

Fingerprints
















_____________

________
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Date Completed

Initials
Safety / Training Coordinator

Mission, Vision and Values











_____________

________

Blood Borne Pathogen / HIV











_____________

________

Immunizations 















_____________

________

Trak-It online courses 













_____________

________

HIPPA


















_____________

________

NIMS IS 100 and 700













_____________

________

Facilities

















_____________

________

Laboratory Safety / Workplace Safety







_____________

________

Incident Reports















_____________

________

Respirator Use















_____________

________

Bomb Threat
















_____________

________

Sexual Harassment / EEO / Workplace violence




_____________

________

Code of Ethics















_____________

________

Information Security













_____________

________

Lab Tour

















_____________

________
Supervisor

Request Network Login












_____________

________


Provide position description











_____________

________


Orientation to staff, building and security areas




_____________

________


Hours of work-lunch/breaks/overtime/compensatory time

_____________

________


Leave and Attendance reporting









_____________

________


Travel


















_____________

________

Professionalism / Appropriate dress








_____________

________

Complaint process














_____________

________

Requisition of supplies













_____________

________

Evacuation routes














_____________

________

Second job / dual employment










_____________

________


Communication with outside agencies, media





_____________

________


Performance appraisal technical expectations





_____________

________


Complete computer Use and Confidentiality form




_____________

________
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Signatures below attest that all items have been addressed.


Employee Signature_________________________________
Date_______________


Supervisor Signature________________________________
Date_______________
