	Rev. 03-25-08
	NSLS-II New Employee/Guest Orientation
	Page 1


	

	

	Name

     
Ext

     
Life/Guest # 

     
Dept 103

National Synchrotron Light Source II
Bldg

     
Req #

     
Contract #
     
Supervisor

     
Ext

     
Start Date

     
End Date

     


	 FORMCHECKBOX 

Human Resources: Check-In & Orientation

Bldg 400, Brookhaven Avenue

Human Resources 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 

Badging Office: ID Badge & Vehicle Sticker
Bldg 400, Brookhaven Avenue
Badging/Security Signature
Date
 FORMCHECKBOX 

NSLS-II: Check In
Tammy Stein, Bldg 817, Room 42, x5753
 FORMCHECKBOX 
Resumé to employee file

 FORMCHECKBOX 
Appointments made
 FORMCHECKBOX 
Personal File Info Memo
 FORMCHECKBOX 
Copy ID for PC acct & file
 FORMCHECKBOX 
R2A2 received
 FORMCHECKBOX 
Intro received

NSLS-II Check-In Signature
Date
 FORMCHECKBOX 

Supervisor: Briefing

Appt:      
Meet with      
Bldg:       Rm       x     
 FORMCHECKBOX 
Check Training boxes on Page 2

 FORMCHECKBOX 
R2A2 completed/signed

 FORMCHECKBOX 
Intro to Tammy Stein
 FORMCHECKBOX 
Discuss work location and on-the-job-training (OJT)
Supervisor’s Signature
Date
 FORMCHECKBOX 

ES&H Staff: Briefing

Appt:      
Nick Gmür, Bldg 830M, Room 40, x2490

NSLS-II ES&H Signature
Date
 FORMCHECKBOX 
NSLS-II Briefing

 FORMCHECKBOX 
NSLS Briefing
 FORMCHECKBOX 

Office Assignment & Key
Call for Appt:
Gerry Van Derlaske, Bldg 830M, Room 34, x7777

Office Assignment Signature
Date
 FORMCHECKBOX 

Training Coordinator
Appt:      
Mary Anne Corwin, Bldg. 830M, Room 28, x2295
 FORMCHECKBOX 
JTAs Assigned

 FORMCHECKBOX 
AG200TZ1 
NSLS

 FORMCHECKBOX 
Training Completed

 FORMCHECKBOX 
AG201TZ1 
NSLS/Shop

 FORMCHECKBOX 
Register as User

 FORMCHECKBOX 
AG202TZ1 
East Roll Up

 FORMCHECKBOX 
TLD Required

 FORMCHECKBOX 
AG203TZ1
Computer Rm

 FORMCHECKBOX 
Encode ID (Permanent)

 FORMCHECKBOX 
AG204TZ1
Ready Room

 FORMCHECKBOX 
Encode ID (Timed)

 FORMCHECKBOX 
AG92TZ1

SDL

Training Coordinator Signature
Date
 FORMCHECKBOX 

User Administration

Mon-Fri, 8 am-12, 1-4:30 pm

Bldg 725B, Rm 2-100, x8737

 FORMCHECKBOX 
Registered as User

 FORMCHECKBOX 
Temp TLD Issued

User Administration Signature
Date  
 FORMCHECKBOX 
Badge encoded

 FORMCHECKBOX 

RCD Facility Rep: Briefing

Appt:      
Frank Zafonte, Bldg 725A, Rm 1-178, x5565, Cell 631-457-3793
 FORMCHECKBOX 
Permanent TLD Issued

TLD Location:      
RCD Representative Signature

Date

 FORMCHECKBOX 

PC Administrator: Acct/Email

Appt:      
Al Levine, Bldg. 725C, Rm 2-136, x4707
PC Administrator Signature

Date

 FORMCHECKBOX 
Copy of BNL ID Received

 FORMCHECKBOX 
GE-CyberSec completed
 FORMCHECKBOX 

Division Director: Meeting

Appt:      
 FORMCHECKBOX 

Meet with      
Bldg:       Rm       x     
Div. Director or Designee Signature

Date

 FORMCHECKBOX 
Discuss programmatic and ESH roles & responsibilities



	I completed the ESH Briefing and will abide by BNL and NSLS-II safety rules and procedures.

















____________________________

________

















Employee/Guest Signature          

Date




Return to Tammy Stein (Bldg 817) within 2 weeks after start date
cc:  FORMCHECKBOX 
Training Coordinator,  FORMCHECKBOX 
 LS User Administration Office,  FORMCHECKBOX 
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	Name

     
Life/Guest #

     


	Supervisor To Complete: Check the appropriate box for the minimum training requirements. Additional training requirements will be assigned when the new employee/guest meets with the Training Coordinator and Supervisor.
Minimum Training Requirements
Web Courses: http://www.bnl.gov/training
( Completed

 FORMCHECKBOX 

BNL Employee (GE-53E)
GE-CIA
Security Programs and Responsibilities
(
GE-CYBERSEC
Cyber Security Training

(
GE-EMERGPLAN
Emergency Planning & Response

(
GE-ENV-GET
Environmental Protection Training

(
GE-STOPWORK

Stop Work Procedure Training

(
HP-V-001

General Employee Training

(
TQ-GET2004

Employee Refresher 2004/05

(
TQ-PROTECTID

Protect Personally Identifiable Info

(
TQ-SAFEAWARE

Reducing Injuries/Accidents

(
 FORMCHECKBOX 

BNL Guest (GE-53G)

TQ-GSO
Guest Site Orientation
(
 FORMCHECKBOX 

Computer Security (GE-42)

GE-CYBERSEC
Cyber Security Training

(
TQ-PROTECTID

Protect Personally Identifiable Info

(
 FORMCHECKBOX 

NSLS-II Employees & Occupants (LT-01)
GE-CYBERSEC

Cyber Security Training

(
TQ-SAFEAWARE

Reducing Injuries/Accidents

(
 FORMCHECKBOX 

NSLS-II – Building 817 (LT-01A)
LT-ESH-LTSTAFF-817

ESH Orientation for New NSLS-II Staff (Bldg 817)
(
 FORMCHECKBOX 

NSLS-II – Building 830M (LT-01B)
LT-ESH-LTSTAFF-830M
ESH Orientation for New NSLS-II Staff (Bldg 830M)
(
 FORMCHECKBOX 

NSLS-II – Building 902 or 905 (LT-01C)
LT-ESH-LTSTAFF-902
ESH Orientation for New NSLS-II Staff (Bldg 902 or 905)
(
 FORMCHECKBOX 

Scientists & Technical Staff (GE-77S) Who Need Access to NSLS
LS-ESH-SAFETY
NSLS Safety Module 

(
TQ-GERT

General Employee Radiological Training

(
 FORMCHECKBOX 

Beamline User (LS-34)

LS-ESH-SAFETY
NSLS Safety Module
(
TQ-GERT

General Employee Radiological Training

(
 FORMCHECKBOX 

Design Engineer (LT-05D)
HP-IND-200
Hazard Communication
(
LS-ENV-ELECMECH
Elect/Mech Assembly Environmental Awareness
(
LS-ESH-SAFETY
NSLS Safety Module
(
QA-SCI-3
Suspect Counterfeit Items Awareness
(
 FORMCHECKBOX 

Designer/Drafter (LS-19)
HP-IND-200
Hazard Communication
(
 FORMCHECKBOX 

Scientist (Non-Lab) (LT-11B)

HP-IND-200
Hazard Communication
(
TQ-SCI-ETHICS

Research with Integrity

(


	The minimum training requirements checked above are to be assigned.

___________________________________

__________

Supervisor’s Signature          


              Date

Additional JTAs assigned by Training Coordinator:

___________________________________

__________

Training Coordinator’s Signature       
   
       Date




