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IH50350

Attachment 9.1
SHSD Industrial Hygiene Group

   IH Group New Employee Orientation Checklist
	New Employee Name:  
	BNL#: 

	Orientation By:   R. Selvey
	Date of Orientation:  06/05/06


	√
	Topic

	
	SHSD Training Coordinator notified of the appropriate Job Training Assessment codes.  

	
	Formal qualification (listed in IH50300 Training Matrix) is identified including BTMS based web-classes and class room classes, IH qualification JPMs, etc.

	
	R2A2 Signed and Issued

	
	ESSH Policy reviewed

	
	“BNL-INFO” discussed for site closing and delayed openings

	
	Site Map and location reviewed for Fire Dept, OMC, Cafeteria, Research Support, areas the employee will access, etc.

	
	Applicable Site level and SHSD Facility & Job Risk Assessments under the OHSAS 18001 system are reviewed with employee.

	
	IH Groups EMS 14001 (Environmental Management System) and IH50900 discussed with employee relative to their operations.

	
	Area walk-down is conducted with the new employee for areas the employee will access.  

___Site and building alarms, 

___Assembly point, 

___Exit routes, 

___Methods to notify others in IH Group f where-abouts while on site, 

___IH Group sick/vacation call in method, 

___Fire extinguishers, 

___Emergency phone contact.



	
	Natural Hazards in the Environment and appropriate PPE for onsite work, housing, and recreational activities is addressed with the employees.

	
	Introduction to SHSD SOPs completed.

	
	Introduction to online CMS/MSDS completed.

	
	Complete BNL Site Level: New Employee/Guest Orientation Form including any additional required training

	
	Safety Equipment provided for employee

____Eye Glasses

____Safety Shoes

____Safety Apparel

____Hard Hat



	
	IH Group’s records management process (IH60200) described to employee. 

	
	SHSD Time Tracking (Outlook) and PeopleSoft time entry described to employee.

	
	Employee provides next of kin information and precautions on any special medical needs to Supervisor/mentor and into PeopleSoft.

	
	Operation/task Specific Orientation documented:
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