Training and Orientation Checklist

	Name
	
	Dept/Division
	

	Job Title
	
	Supervisor
	

	Access Requested
	
	Orientation Date
	

	Other
	


MyUW Web site: http://myuw.washington.edu/
Employee Self Service: https://prp.admin.washington.edu/ess/uwnetid/home.aspx 

	Orientation Activity
	Time Frame
	Where/who to go to accomplish this task. 
	Date Scheduled
	Date Completed

	Attend Orientation.

· Emergency Operations Plan Presentation

· Attend Communications Overview.
	First Day
	Training and Orientation Team
	
	

	Attend Occupational Health and Safety Training.
	First Day
	Occupational Health and Safety Coordinator
	
	

	Attend Electronic Resources Overview.


	First Day
	IT Support
	
	


	Primate Center Employees
	
	
	
	

	Payroll Orientation + I-9 Doc
	Within 3 days of start date
	HSA Payroll 
	
	

	Get Husky ID card. 
	1 Business Day after Payroll
	Undergraduate Library/Husky Card office
	
	

	Get Health Sciences Building ID card and keycard. 
	First Day 
	T283 between 2-3 PM M-Th 
	
	

	View UW Online Orientation.
	Within 1 week
	View online.
	Instructions will be sent via email
	

	Register for UW Benefits Orientation.
	Within 1 week. You must sign up for benefits within 30 days of hire.
	Register for in-person class online. 
	Instructions will be sent via email
	

	Visit Parking Services to get parking information and UPASS. 
	After Husky Card
	You will be escorted to Parking Services. 
	
	

	Issue of Cell Phone and/or Pager
	Within first week
	Finance 
	Instructions will be sent via email
	

	Issue of UWATS Long Distance Calling Card
	Within first week
	Finance and Administration
	Instructions will be sent via email
	


	Training Activity
Instructions for training activities will be sent via email. 
	Time Frame
	Type
	Where/who to go to accomplish this task. 
	Date Completed

	UW Paid Employee
	
	
	
	

	Prevention of Sexual Harassment Training
	Within 2 months
	In-person Class
	UW Web site
	

	Work Place Violence Prevention
	Within first month
	In-Person Class
	SafeCampus site
	

	Cells, Tissues, or Body Fluids
	
	
	
	

	Bloodborne Pathogens for Researchers
	Before working in lab
	Online Course
	EH&S Web site
	

	Surgery
	
	
	
	

	Anesthetic Gas Training
	Before entering Surgery 
	Online Course
	WANPRC Internal Web site
	

	OR Suite Introduction
	Before entering Surgery
	In-Person Class
	Surgery Staff
	

	Shipping
	
	
	
	

	Shipping Biological Substances Category B 
	Within 1 week
	Online Course
	EH&S Web site.
	

	Shipping Dry Ice
	Within 1 week
	Online Course
	EH&S Web site.
	

	Shipping/Transporting Hazardous Materials
	As soon as can be scheduled
	In-Person Class
	EH&S Web site.
	

	Basic Driver Training
	Prior to initial driving assignment
	Online Course
	Fleet Services Web site. 
	

	In the Lab
	
	
	
	

	Back Protection Program (strongly recommended)
	As soon as can be scheduled
	In-Person Class
	EH&S Web site
	

	Basic Electrical Safety
	Within 1 week
	Online Course
	EH&S Web Site
	

	Electrical Arc Safety
	Within 1 week
	Online Course
	EH&S Web Site
	

	UW Biosafety General
	As soon as can be Completed
	Online Course
	EH&S Web site.
	

	Office of Research Integrity: The Lab 
	Within 1 week
	Online interactive video
	US Dept of Health and Human Services Website
	

	Compressed Gas Safety
	As soon as can be scheduled
	In-Person Class
	EH&S Web site
	

	Controlled Substances
	Before gaining access
	In-Person Meeting
	WaNPRC Vet Staff
	

	Fire Extinguisher Class
	As soon as can be scheduled
	In-Person Class
	EH&S Web site
	

	First Aid & CPR Certification
	As soon as can be scheduled/Require Budget Authorization
	In-Person Class
	EH&S Web site
	

	Fume Hood
	Before working with a fume hood
	Online Course
	EH&S Web site
	

	Ladder Safety
	When next available
	In-Person Class
	EH&S Web Site
	

	Lab Safety Standard Compliance
	As soon as can be scheduled
	In-Person Class
	EH&S Web site
	

	Lockout Safety Program
	As soon as can be scheduled
	In-Person Class
	EH&S Web site
	

	Managing Laboratory Chemicals
	Within 1 week
	Online Course
	EH&S Web site
	

	Global Harmonization Chemical Safety
	Within 1 week
	Online Course
	EH&S Web site
	

	Laser Pointer Safety Information
	Before using Laser Pointers
	Online Information
	EH&S Web site
	

	Laser Safety
	When next available
	In-Person Course
	EH&S Web site
	

	Radiation Safety Training
	As soon as can be scheduled
	Online Course and In-Person class
	EH&S Web site
	


By signing below, I acknowledge receipt of this list of training and orientation activities I’m required to complete for the Washington National Primate Research Center. 
Signature:   _________________________________________________________
Date: _______________

Training and Orientation Coordinator Signature: _________________________________________________________
Date: ________________


