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Temporary Employees:
Fast Track Welcome: 131-132
Preparation for Temporary Employee: 132
Safety Considerations: 134
Survival Checklist: 133
Work Assignments: 135
Tour: 98
Tour, Survival Guide: 153
Written materials: 51
Computers:
First Day Preparation: 103
First Day Work Assignments: 107
Human Resources Checklist (First Day): 30-31
Training during Orientation Day Two: 74
Temporary Employee Access: 132
Conflict of Interest:
Afternoon Session (Day One — Large Group—
Quarterly): 73
Content Checklist:
Attendance: 23
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Security: 24
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Employee residence:
Materials sent to (Half Day Orientation
Session): 69
Materials sent to prior to First Day: 104
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Orientation Benefits Indicators: 118
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Orientation Objectives—by supervisor: 114;
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Orientation Practices Survey: 2
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Afternoon Session (Day Two — Large Group —
Quarterly): 74
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Families:
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First Day:
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Health Benefits:

Employee First Day Preparation: 104

Human Resources Checklist: 31-32

Morning Session (One Day — Large Group): 72
Orientation Checklist: 22

How to Be Successful: 144
Human Resources:

Human Resources Administrator: meeting
with (One Day Session): 67

Human Resources Administrator: meeting
with (Half Day Session): 69

Human Resources: (Two Day Session —
Afternoon Day Two): 74

Orientation Evaluation Form (By Human
Resources Representative): 114

Welcome Letter: 121

Human Resources Checklist:

First Day: 30-31
First Week: 31-32

Job Description:

First Day Preparation: 104-105

Letters:

Samples of:
Announcement to Co-Workers: 127
Buddy Announcement: 126
Mentor Invitation: 128
Notice of Orientation Meeting: 123
Orientation Evaluation Follow-Up: 125
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Pre-Employment Materials: 124
Welcome from CEO: 119
Welcome from Human Resources: 121
Welcome from Supervisor: 122
Meetings:
Administrative Assistant Meeting: 68
Buddy Meeting in Half Day Orientation
session: 70
For First Day Work Assignments: 107
Human Resources Meeting: 67, 69, 74
Sample Meeting Schedules: 65-66
Supervisor Meeting: 67, 70
With Welcome Committee: 69
Mentor:
Mentor Job Description: 40
Mentor Checklist: 42
Objectives: 18—19
Attitude Objectives: 19
Knowledge Objectives: 18
Skill Objectives: 19
Online Orientation: 48
Orientation Practices Survey: 2-4
Content: 2
Evaluation: 3
First Day: 3
Methods: 2
Planning: 2
Scoring Survey: 4
Policies & Procedures:

Morning Session (One Day — Large Group): 71-72

Preparation for First Day:
Assignment of Buddy: 103
Checklist for: 103
Checklist Content: 132
For Temporary Employee: 132
For Health Benefits Information: 104
Of Office/Work Area: 103
Questions:

Afternoon Session (One Day — Large Group):
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Afternoon Session (Two Day — Large Group): 73

Commonly Asked Questions:

Safety Q & A: 74

Typical New Employee Questions: 16
Retention Checklists:

One-Month Retention Checklist: 59

Three-Month Retention Checklist: 60

Six-Month Retention Checklist: 61
Twelve-Month Retention Checklist: 62
Safety:
Checklist information: 147
Checklist for Temporary Employees: 134
Emergencies: Afternoon Session (One Day —
Large Group): 71-72
First Day Activities: 105-106
First Day Work Assignments: 107
Q & A, in Large Group Meeting: 74
Survival Guide Safety Information: 147
Temporary Employees Considerations: 134
Scavenger Hunt:
Afternoon Session (One Day — Large Group):
71-72
Scavenger Hunt: 76
Schedule Samples:
One-Day Session (One Person): 67
Half-Day Session (One Person): 69
One-Day Session (Large Group — Monthly
Meeting): 71
Two-Day Session (Large Group — Quarterly
Meeting): 73
Security:
Afternoon (One-Day Session—Large Group):
71-72
Personal Safety and Security Checklist: 56
Self-Directed Orientation:
How to Design: 45
Through the Intranet: 47
Stages of Employee Development: 142
Supervisor:
First Day Preparation: 104
First Day Activities (Lunch): 105
Meeting (One Day Session): 67
Meeting (Half Day Session): 70
Orientation Evaluation Form
(by supervisor): 114
Post Orientation Evaluation Form
(by supervisor): 117
Supervisor Guidelines (Guest Speaker
Checklist): 97
Supervisor for Temporary Employees: 132-133
Welcome First Day: 105
Welcome Letter: 122
Surprises at Work: 143
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Survival Guide:
Accident Procedures: 148
Common Questions: 139
How to Handle Being New Person: 141
How To Be Successful:
- Be Prepared for Differences: 144-145
- Be Yourself: 146
- Manage Expectations: 143
- Planning: 145
- Team Player: 146
Important Information: 149-150
Normal Concerns: 138
Other Information: 151-152
Personal Safety: 148
Planning & Prevention: 147
Safety Information: 147

Stages of New Employee Development: 142

Surprises at Work: 143
Temporary Employees Guide: 133
Tour: 153
Training: 147-148
Target Population:
Checklist: 12
Temporary Employees:
Fast Track Welcome Content: 131
Preparation Checklist Content: 132
Safety Considerations: 134
Survival Checklist: 133
Work Assignments: 135

Tour: 98
Area Locations: 98
First Day Activities: 105,107
Human Resources Checklist: 30-31
Morning Session (One Day —
Large Group): 71
Orientation Activity: 76
Survival Guide Tour: 153
Temporary Employee Fast Track: 132
Welcome:
Fast Track Welcome for Temporary
Employees: 131
Morning (One-Day Session): 71-72
Morning (One Day Session —
Large Group): 71-72
Morning (Two Day Session —
Morning Quarterly): 73
Welcome Committee:
Meeting with (Half Day Session): 69
Work Assignments:
Completion of Business Process: 107
One-Day Session: 68; Half Day
Session: 70
Temporary Employees: 135
First Day Activities: 105
Written Materials: 51
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