

[bookmark: _GoBack]DATE:	                                                                                                                                         DURATION:    
New Employee Orientation	[image: Student2Student_logoWebColor]	

· I have completed the online orientation modules and turned in all eight certificates.
· I have been instructed in how to clock in using the TAS system (Telephone Attendance System).
· I have been instructed on how to properly fill out a time sheet and instructed where and when to turn it in.
· I have been assigned students and/or a set schedule.
· I have been given a tour of the school, and I have been introduced to school personnel including but not limited to any teacher relevant to my schedule. 
· I have been informed of the expectations as a new employee.
· I have given all necessary contact information including supervisor email/phone number as well as teachers’ name and contact information.
I, ______________________, certify under penalty of perjury that the above statements have been completed and that I have been given a proper orientation. I understand that it is my responsibility to complete the above expectations and to make sure that proper documentation (time sheets or service log) are completed in the required time. I also understand that failure to complete the above expectations could result in termination of employment.

____________________________________	____________________________	_____________
Employee Signature				Print					Date

____________________________________	____________________________	_____________
Supervisor Signature				Print					Date
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