THE PARENT’S INFORMATION & RESOURCE CENTER, INC.

ORIENTATION CHECKLIST

VERIFICATION OF ORIENTATION CHECKLIST
During the first week of employment with PIRC, the Personnel Department and the Supervisor will orientate the new staff by reviewing the following:

                       ____ Company and department mission/philosophy and values
                       ____ Introduction to co-workers
____ Walking tour of facility (bathroom, lunch rooms, work area, etc.)
____ Employee’s/ Consultant Handbook
____ Personnel Error Report

____ Overview of Personnel Department (confidentiality of records)
____ Invoice/Wasp/Time Sheet
____ Scheduled/Meetings/Trainings 

____ Review of Organization Flow Chart

____ Work schedule (including lunch and breaks)

____ Clock in or signing in or calling in  
____ Customer relations and inappropriate use of telephone 
____ Health Related Issues:
· Universal precautions, Cold and Flu Shots, HIV, TB, and HEPATIITIS, first aid kit, general safety, 
____ Fire exit and location of fire extinguishers

____ Parking Restrictions

____ Procedures to follow if employee is injured on the job 
____ Computer and MIS Security Procedures (Security Awareness and HIPPA 101)
The signatures below certify that the employee was oriented by the Personnel Department. 
______________________________________
____________________________________
EMPLOYEE / CONSULTANT SIGNATURE
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______________________________________  
____________________________________

PERSONNEL SIGNATURE
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