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Employee Orientation - Narrative  (Clink on Orientation






 Narrative Tab on Excel Document)
Forms can be printed from the following links:


Employee Orientation – Acknowledgment Form  (Click on




 Orientation Checklist Tab on Excel Document)


Biohazards Form

Computer/Electronic Mail/Internet

Confidentiality/Security Agreement

Direct Deposit 


Drugfree Workplace
18A Employee Handbook

Emergency Contact

Gifts Brochure
Equal Education and Employment Opportunities M/F/D

ORIENTATION

Please review with each new employee.  An Orientation Checklist and Narrative is provided to assist you.  Most information for the 18A is accessible through the Employee Handbook on the Personnel Web Site.

Each new full-time employee shall participate in the complete orientation experience within five working days of beginning employment.  Part-time employees will be required to review specific information with signature required as outlined on the respective paperwork checklists in the Human Resources Paperwork Packet – Section 9.

Certain forms (as indicated on the Orientation Checklist) need to be signed and forwarded to the ABO as soon as possible. 

18A:

· Orientation Checklist:  Dated and Signed by you and the new employee

· Employee Acknowledgement of receipt of 18A Employee Handbook 
· Retirement Form 1 – Membership Application – Kentucky Retirement Systems KERS: http://www.kyret.com/
· Retirement Form 35 – Beneficiary Designation – Kentucky Retirement Systems

· Direct Deposit form can be completed at any time - Direct Deposit
· Biohazards Form
· Computer/Electronic Mail/Internet Confidentiality/Security Agreement
· Drugfree Workplace
· Emergency Contact
· Gifts Brochure
151B:

· Orientation Checklist:  Dated and Signed by you and the new employee

· Direct Deposit - form can be completed at any time

· KY Teachers’ Retirement System – Membership Application http://ktrs.ky.gov/ 
· Biohazards Form
· Computer/Electronic Mail/Internet Confidentiality/Security Agreement
· Drugfree Workplace
· Emergency Contact
· Gifts Brochure
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