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Use the following information to answer the next six questions.
Laban Laboratories New Employee Guide
	Letter from the Director

Welcome to Laban Laboratories in association with the Medical Training Program at St. John’s Medical Center.  You are not only joining a laboratory with a strong tradition of scientific achievement; you are embarking on a journey of scientific evolution and progress.  Every member of the Laban team is critical in continuing our level of scientific accomplishment.  Every success you have is a success we all have.  This guide will help you find many of the resources at the laboratory to make your job easier and more satisfying. I wish you all the best in your career with Laban Laboratories.  Here, you’re not just an employee.  You’re family.
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David J. Kammerer

Director




	Get to Know this Guide

Please read this material thoroughly.  You are responsible for everything contained within this guide.  Specifically, the guide provides you with:

· Brief information on Laban Labs and our mission.

· A checklist of tasks you need to complete as a new employee.

· A list of office locations and web addresses where you can get answers to any questions you may have.

For more information, please check with your Personnel Administrator.

Web Addresses You Should Know

Use these Web Addresses to get information any time.

www.labanlabs.com: main Laban Laboratories website
www.labanlabs.com/personnel: the Personnel Department at Laban Laboratories
www.labanlabs.com/policies_procedures: contains all policies and procedures of Laban Laboratories, as well as links to all forms and documents for employees
www.labanlabs.com/hours: business hours for all Laban Laboratories departments; includes holiday schedule and special Laban events 

	New Employees Checklist

To-Do List

Look this list over carefully.  Within the first two weeks of your employment at Laban Laboratories, you must complete all of the items on this list.  Failure to do so could jeopardize your position in the company.

Identification badge. Each employee must wear a Laban Lab ID badge.  This badge must be visible at all times.  To get your badge, visit Office L-3 with a state-issued identification card (driver’s license, etc.).

Paycheck. All paychecks at Laban Labs are issued through direct deposit.  Bring a cancelled check from a valid checking account and fill out the necessary paperwork with your Personnel Administrator (Office L-7).

Employment papers. On your first day you will receive a packet of necessary forms.  Fill out and return all forms to the Personnel Administrator (Office L-7).

Employment status. Learn your employment status, laboratory title, and benefits package.  Sign the agreement form and give this to your supervisor to keep on file.

Insurance plans. You should enroll within one month of your hire date. 

Benefits. Review your New Employee Benefits Packet.  Complete and sign all forms and return to the Personnel Administrator (Office L-7).

Parking. If you drive to work, obtain a parking permit.  If you prefer to ride-share, check into our ride-share program in the Site Maintenance Office (L-4).

Employee Orientation

These are topics to be discussed at your new employee orientation.  Discuss them with your supervisor.

· Performance evaluation. What is your probationary period and the performance evaluation process? 

· Work schedule and compensation. What are your department's practices for hours of work, overtime, call-in procedures, time sheets, vacation, and sick leave? 

· Your department. Who is your department's Personnel Administrator? What is its purpose at Laban Lab? Become familiar with the department's organization chart. 

· Facilities and resources. Ask for a tour and description of your department, including the location of restrooms, eating facilities, photocopiers, the mail drop, supplies, and access to computers and lab equipment.

· Divisional/Departmental procedures. Ask about staff meetings, breaks, lunch times, sign in/out board, mail and memo distribution, building and office keys. 

· Working relationships. Find out how your co-workers prefer to work together--their patterns of communication, individual and team relations, reporting relationships, etc. 

· Health and safety regulations. Know the procedures covering injuries, hazardous materials, emergency evacuation routes, and disaster plans.



10.4b

1. How do employees of Laban Labs receive their pay?

A cash payment only

B check payment only

C direct deposit only

D check payment or direct deposit
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2. To get a parking permit, a new employee should go to the —

A parking garage.
B personnel office.
C site management office.
D security desk.
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3. What is the purpose of this document?

A to explain the specific goals of Laban Laboratories

B to persuade readers to apply for a job with Laban Laboratories

C to explain the laboratory methods used at Laban Laboratories

D to teach new employees important information about working at Laban Laboratories
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4. How long does a new employee have to sign up for health insurance?

A 3-5 days

B 2 weeks

C 3 weeks

D 1 month
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5. What will a new employee get in office L-3?

A identification badge

B parking permit

C paycheck

D benefits package
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6. After learning employment status, laboratory title, and benefits package, a new employee must —

A sign up for an insurance plan.

B get a parking permit.

C return the information to the Personnel Administrator.

D sign the agreement form and give it to their supervisor.
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