Kaiser Permanente SCPMG Laboratory System
Medical Care Program Personnel

California Division — South - Los Angeles Medical Center Process

NEW/TRANSFER EMPLOYEE ORIENTATION

Purpose To define the orientation process for new or transfer employees.

Workplace Not Applicable.

Safety

Policy All new Kaiser Permanente LAMC employees will receive the medical center

orientation before he/she can start working. This training addresses
organizational structure, medical center and regional policies applying to all
employees, including benefits and services available to employees, safety,
infection control, and the physical layout of the medical center.

Each new employee will receive an orientation of the Clinical Laboratory
from the Laboratory Operations Director, Assistant Laboratory Director,
Manager or Supervisor before assuming his/her duties. This orientation will
be documented and will be made part of the employee's file within the
department.

Further, each new/transfer employee will receive an orientation department
specific from a manager/supervisor before assuming his/her duties.

Further, each new/transfer employee will receive training on CARE
Experience Service during New Employee Orientation and
manager/supervisor will be required to validate within 30 days of initial
training.

The department specific training checklist must be completed and signed by
the employee, employee’s manager/supervisor, and the employee’s
evaluator/trainer within 2 months of hire.

Quality Systems Manager must review and sign for the completeness of the
department specific training checklist.

New/Transfer  The flowchart below illustrates the process of new/transfer employee
Employee orientation.

Orientation

Process

Continued on next page

Document No.: LGM 3016 QSE: Personnel Page 1 of 4 Version No. 07




Kaiser Permanente SCPMG Laboratory System

Medical Care Program Personnel
California Division — South - Los Angeles Medical Center Process

NEW/TRANSFER EMPLOYEE ORIENTATION, Continued
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**Initial Training and Competency Assessment records only. Supporting documents of

Competency and Training records must be filed in the Training or Competency Binders.

Document No.: LGM 3016 QSE: Personnel Page 2 of 4 Version No. 07




Kaiser Permanente
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Medical Care Program Personnel
California Division — South - Los Angeles Medical Center Process
NEW/TRANSFER EMPLOYEE ORIENTATION, Continued
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The table below lists the controlled document(s) for this policy.

Document Number

Document Name

NS-3131 New Employee Orientation Department Checklist
N/A Appropriate Job Descriptions
NS-0184 Elder and Dependent Adult Abuse Reporting

Requirements

Continued on next page
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SCPMG Laboratory System
Personnel
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NEW/TRANSFER EMPLOYEE ORIENTATION, Continued

Controlled Document(s) (continued)

Document Number Document Name

Form HR 1118 Agreement To Return Kaiser Permanente Property
N/A Instrument Training Checklist

N/A Employee Safety Inservice

N/A Competency Assessment Form

N/A Absenteeism “Call In” Procedure

N/A Tardiness “Call In” Procedure

N/A LMS Access Authorization

N/A LMS User Identification Form

NS-2009 Confidentiality Agreement

NS-1910 Child Abuse Reporting Requirements

N/A Department Managers Workstation Checklist
N/A Attestation of Compliance Training

End of page
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NEW/TRANSFER EMPLOYEE ORIENTATION, Continued
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