)) Getting Started -
Defining Orientation

What is orientation?

What do you know about orientation?

Has anyone gone through an orientation?
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)) Getting Started -
Defining Orientation

Orientation is:
¢ A meeting held by an employer, for new employees, before starting a job.

Orientation is meant to ensure new employees have the information they need to be
successful.

Orientation is often referred to as onboarding.

You will all one day attend an orientation, and we want you
to be prepared and feel confident!
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)) Getting Started -
New Hire (Onboarding) Documents

You will need to provide certain documents before starting a new job. This enables
you to be paid by your employer!

Prerequisites for employees:

« AUS. citizen * A lawful permanent resident or
¢ A non-U.S. citizen national e Animmigrated person authorized to work

In other words, if you have a passport or a green card, you have all you need to start a new job.

If you do not have a passport or green card, you need an official picture ID card, such as a driver’s license
or state ID card AND your social security card or birth certificate.

List A List B List C
Documen‘ts th(_lt establish Documents that establish Documents that establish
your tdent:ty. a'nfj. your identity employment eligibility
employment eligibility
See full list of accepted See full list of accepted See full list of accepted
documents on the documents on the documents on the
next page. next page. next page.
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)))

Getting Started -

New Hire (Onboarding) Documents

List A

List B

List C

Documents that establish
your identity and
employment eligibility

e An unexpired U.S.
Passport,

e AU.S. Passport Card,

¢ A Permanent Resident
Card (often called a
"green card") or Alien
Registration Receipt Card
with photograph,

e An unexpired Temporary
Resident Card,

e An unexpired foreign
passport with an I-551
stamp, or with Form 1-94
(For the certain alien who
is authorized to work
with restrictions. The
person should also attach
the documents which
indicate an unexpired
employment
authorization.),

e An unexpired
Employment
Authorization Document
issued by the United
States Department of
Homeland Security that
includes a photograph
(Form 1-766) or

e An unexpired
Employment
Authorization Card.

Documents that establish
your identity

* Driver's license or identification
card issued by a U.S. state or
outlying possession of the U.S.
provided it contains a photograph
or identifying information such as
name, date of birth, gender,
height, eye color and address;

» Federal or state identification
card provided it contains a
photograph or identifying
information such as name, date of
birth, gender, height, eye color
and address;

¢ School identification card with
photograph;

« U.S. Armed Services identification
card or draft record,;

* Voter Registration Card;

¢ U.S. Coast Guard Merchant
Mariner Card,;

* Native American tribal document;

« Diriver's license issued by a
Canadian government authority
or

e Trusted traveler documentation
(Global Entry, NEXUS, SENTRI).

For individuals under the age of
eighteen, the following documents
may be used to establish identity:
¢ School record or report card;
¢ Clinic, doctor or hospital record
or
e Daycare or nursery school record.
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Documents that establish
employment eligibility

e A U.S. Social Security card issued
by the Social Security
Administration unless it indicates
one of the following:

o NOT VALID FOR
EMPLOYMENT (generally
issued to non-immigrant
aliens unauthorized to work)

o VALID FOR WORK ONLY
WITH INS AUTHORIZATION

o VALID FOR WORK ONLY
WITH DHS
AUTHORIZATION,

e A birth certificate issued by the
U.S. State Department (Form FS-
545 or Form DS-1350),

¢ Original or certified copy of a
birth certificate from the U.S. or
an outlying possession of the
U.S., bearing an official seal,

¢ A Certificate of U.S. Citizenship
(Form N-560 or N-561),(8]

o A Certificate of Naturalization
(Form N-550 or N-570),[8]

¢ Native American tribal
document,

e U.S. Citizen ID Card (Form -197),

¢ AnID Card for the use of a
Resident Citizen in the United
States (Form 1-179),

e An unexpired employment
authorization card issued by the
Dept. of Homeland Security
(other than those included on
List A) or

e Consular Report of Birth Abroad
(Form FS-240).

e U.S. citizens who have lost their
social security card can apply for
a duplicate at the Social Security
Administration.

Employees who supply an item from
List C (to establish employment
eligibility) must also supply an item
from List B (to establish identity).
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)) Getting Started -
New Hire (Onboarding) Documents

You will need to provide certain documents before starting a new job. This enables
you to be paid by your employer!

New Hire paperwork consists of completing an 1-9 and W-4. You can talk to Human
Resources if you have questions about these forms.

Form I-9 verifies employment eligibility Form W-4 is a tax form
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)) Getting Started -
Company Policies

Policies are specific to each employer, but general rules of thumb are:

Attendance, Absenteeism, Tardiness, Calling Out, Time-off

» No call no shows (not showing up to work without informing anyone) are unacceptable and can
lead to immediate termination
» Frequent tardiness can result in disciplinary action
o Know your company'’s policy on what to do if you cannot make it to work or if you will be
late
o Know how many times you are able to call out or be late before being disciplined
= You should learn this in orientation but if you are not sure you can ask your supervisor, ask
Human Resources, check your employee handbook, or ask a trusted and experienced
coworker.
= Please show up on time and do not call out unless necessary!

What should you do if you are late for work?

What should you do if you cannot make it in to work?

¢ To request time off (vacation, sick time for an appointment, etc.) the more notice the better.
Usually at least 2 weeks is necessary. At times this is done by filling out a form or doing
something online. Other times it’s done by verbally asking your supervisor.
o All employees earn sick time whether part or full time
o You may or may not earn vacation or personal time
= |f you aren’t sure, ask your supervisor, Human Resources, check your employee handbook, or
ask a trusted and experienced coworker

Schedules, Meals/Breaks
e There are different kinds of schedules, know yours
¢ Know when you are assigned to work. We'll cover more of this later in the unit.
¢ Know when your break is scheduled and how long it is. There are policies around taking breaks.
o You may or may not be able to leave your workplace during your break.

Employee Conduct

e Dress Code
e Telephone and Computer use
o You may not be allowed to go on your cell phone during your shift
o Use company computers for business purposes only
e Other expectations
o You should learn these policies in orientation, but you can always ask your supervisor,
Human Resources, check your employee handbook, or ask a trusted coworker.
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