		Photon Sciences Directorate New Employee/Guest Orientation
		09/12/2012


	

	Name

     
Ext

     
Life/Guest # 

     
Minor

No
Bldg

     
PO/Req #

     
Contract #
     
Supervisor

     
Ext

     
Start Date

     
End Date

     


	Meet with representatives if boxes are checked ( ~ Follow the order shown unless they are unavailable at that time.
 FORMCHECKBOX 

BNL Human Resources: Check-In & Orientation

Bldg 400, Brookhaven Avenue

Human Resources Signature

Date

 FORMCHECKBOX 

BNL Badging Office: ID Badge & Vehicle Sticker
Bldg 400, Brookhaven Avenue

Badging/Security Signature

Date

 FORMCHECKBOX 

BNL Training Office:  General Employee Training (HP-V-001)
Bldg 400, Brookhaven Avenue – Given Mondays 1:00 – 2:30 PM
GET Instructor Signature

Date

 FORMCHECKBOX 

Photon Sciences Administration: Check-In
Leisa McGee, Bldg 817A, Rm 6, x5972
PS Directorate Admin Signature
Date
 FORMCHECKBOX 

Photon Sciences Human Resources: Meet with Recruiter

Meet with      
Bldg:       Rm       x     
PS Human Resources Signature

Date

 FORMCHECKBOX 

Supervisor: Briefing
Appt:      
Meet with      
Bldg:       Rm       x     
 FORMCHECKBOX 
 R2A2 reviewed & submitted
 FORMCHECKBOX 
 Discuss work location and on the job hazards

Supervisor’s Signature

Date

 FORMCHECKBOX 

Office: Assignment, Key Issued, Building Tour Completed
Tony Mendez, Bldg 703, x7637, Cell 631-295-7182, or alternate:
Bob Kiss, Bldg 725, Rm 1-179, x3476, Cell 631-457-3078
Office, Keys, Bldg Tour Signature

Date

 FORMCHECKBOX 

Photon Sciences Training: Training Assignment and Completion
Mary Anne Corwin, Bldg. 725D, Rm 2-160, x2295

 FORMCHECKBOX 
 JTAs Assigned 

 FORMCHECKBOX 
 Training Completed

     Encode ID  FORMCHECKBOX 
NSLS  FORMCHECKBOX 
Machine Shop  FORMCHECKBOX 
SDL  FORMCHECKBOX 
Perm  FORMCHECKBOX 
Timed

Training Manager Signature
Date
 FORMCHECKBOX 

PC Administrator: Computer Setup/Account/Email

 FORMCHECKBOX 
 First complete http://training.bnl.gov/course/CyberSecurity
 FORMCHECKBOX 
 Then attend Orientation by Peter Gross (x7337)
     Held Tuesdays, 9 am, Bldg 830M, Rm 1
PC Administrator Signature

Date

 FORMCHECKBOX 

ES&H Coordinator: Briefing

 FORMCHECKBOX 
 First complete http://training.bnl.gov/course/PS-ESH-BRIEF/
 FORMCHECKBOX 
 Then contact Lori Stiegler, Bldg 725C, Rm 2-145, x5366

ES&H Signature
Date
 FORMCHECKBOX 

User Administration

Any time 8 am-4:30 pm

Bldg 725B, Rm 2-100, x8737

 FORMCHECKBOX 
 JTA for access in status
Required for NSLS experimental floor access 

 FORMCHECKBOX 
 Badge encoded

 FORMCHECKBOX 
 Temp TLD Issued (if required)
User Administration Signature

Date  

 FORMCHECKBOX 

RCD Facility Rep: Briefing

Appt:      
Required if working regularly on NSLS experimental floor, 
Frank Zafonte, Bldg 725A, Rm 1-174, x5565, Cell 631-457-3793

w/radioactive materials, minor<18, or  declared pregnancy
 FORMCHECKBOX 
 Permanent TLD Issued

TLD Location:      
RCD Representative Signature
Date

 FORMCHECKBOX 

Division Director: Meeting

Appt:      
Meet with      
Bldg:       Rm       x     
 FORMCHECKBOX 
 Discuss programmatic and ESH roles & responsibilities

Division Director/Designee Signature
Date
(
New Employee/Guest

Sign and date this form.
I will abide by BNL and Photon Sciences safety rules and procedures.
Return form to PS Administration within 2 weeks after start date 
Employee/Guest Signature

Date

(
Photon Sciences Administration: Completed Orientation Forms
Leisa McGee, Bldg 817A, Rm 6, x5972
 FORMCHECKBOX 
 cc: Employee File

 FORMCHECKBOX 
 cc: User Admin (Bldg 725B) (only for minors accessing experimental floor)
 FORMCHECKBOX 
 cc: Photon Sciences Training (Bldg 725D)



The only official copy of this form is online at the website below. Verify the date before using this form.  http://www.bnl.gov/ps/nsls/training/Requirements/Orientation-Form.doc
