	[image: ]
	Page 2 of 2
	
Title: New Employee Orientation Training Outline 

	Effective Date:
	
	Reviewed :
	  
	Revised:
	 
	Function:  Environment of Care




Physical Environment Training Outline for
New Employee Orientation (NEO) 

I. Introduction

II. Safety 

a. Employee & employer responsibilities
b. Safety Department names & phone ext.
c. Incident actions and reporting
d. Employee Accident & Patient Incident reporting process
e. Physical risks conditions & elimination of risks
f. Supervisor will review:
· Department specific safety
· Task/job specific safety

III.	Security

a. Personal precautions
b. Employee & visitor identification
c. Reporting security concerns / incidents
d. Infant abduction procedures
e. Parking & escort services
f. Emergency security procedures (crisis line ext.)
g. Security sensitive areas (locations & measures)

IV. Hazardous Materials & Waste

a. Right to Know / MSDS access & locations
b. Precautions for handling, use & storage
c. Personal Protective Equipment (PPE)
d. Monitoring methods
e. Segregation of wastes
f. Emergency spill procedures / reporting

V. Emergency Management

a. Incident Command System (HICS)
b. Emergency Operations Plan
c. Emergency Response Plan & Codes
d. Roles and responsibilities
e. Communication systems
f. Distribution of equipment  & supplies
g. Drills and critique process



VI. Fire Safety

a. Response at point of fire (RACE & PASS acronyms)
b. Response away from the fire
c. Specific roles and participation
d. Use & function of fire alarm system
e. Evacuation routes & equipment
f. Compartmentalization & building design
g. Regular evaluated drills
h. Extinguisher location & use

VII. Medical Equipment

a. Safe handling & use of medical equipment
b. Reporting problems
c. Obtaining additional equipment
d. Equipment maintenance requirements
e. User training requirements
f. Emergency procedures/interventions

VIII. Utility Systems

a. Basic explanation of critical systems
b. Reporting problems, failures, or emergencies
c. Alternate emergency systems 
d. Emergency procedures
e. Authorization for shutoff
f. 
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