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NEMO Workforce Development Board, Inc.
Staff Orientation

Each employee's immediate supervisor shall conduct the staff orientation. The employee and their supervisor shall initial each area of review.  Copies of the staff grievance procedures and the LWDA 2 grievance procedures shall be reviewed with the employee who shall sign for receipt of a copy of each and for having reviewed each.  If the employee should decline to acknowledge this area by their signature, a third employee and the supervisor shall sign as witnesses to the employee's declination to sign.  A copy of the completed orientation form shall be provided to the employee and the original maintained in the employee's personnel file.

Employee Data

	Name:

	Address:

	Phone:

	Birthdate:

	Position:

	Starting Date:

	Starting Salary:


In Case of Emergency

	Notify:

	Address:

	Relationship:

	Phone:

	Special Information (Allergies, Physician):

	


Grievance Policy and Procedures

I have received and reviewed a copy of the staff grievance policy and procedures and a copy of the Northeast Region 2 WIOA Grievance Policy and Procedures.  I have had the opportunity to review these and have had my questions regarding them answered to my satisfaction.

	
	
	
	

	(Employee Signature)
	Date
	(Supervisor Signature)
	Date


The employee declined to sign the above statement concerning Grievance policies.

	
	
	
	

	(Supervisor Signature)
	Date
	(Third Party Signature)
	Date


Employee Orientation Checklist

	As an employee of the NEMO Workforce Development Board, I acknowledge that I have received an orientation to the Personnel Procedures for Administrative Entity/Grant Recipient and Fiscal Staff.  I further acknowledge that I understand the duties and responsibilities assigned to me as an employee of the NEMO Workforce Development Board.



	Section 
	Employee Initial
	Supervisor Initial

	Section I.  Policies Governing Selection, Appointment & Employment
	
	

	Section II.  Conditions of Employment and Employee Performance
	
	

	Section III.  Employee Benefits
	
	

	Section IV.  Employee Relations
	
	

	Section V.  Records, Payroll and Amendments
	
	

	Section VI.  Standard of Dress
	
	

	Section VII.  Staff Job Descriptions
	
	

	Section VIII.  Staff Orientations
	
	

	Section IX.  Travel Regulations
	
	


	
	
	

	Employee Signature
	
	Date


	
	
	

	Supervisor Signature
	
	Date
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