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CITY OF CHICAGO

CHICAGO DEPARTMENT OF PUBLIC HEALTH

PROGRAM ONBOARDING FORM
This form is a requirement for all new employees or employees transferred in new titles or units.
EMPLOYEE INFORMATION
	Name: 
	
	
	Start date: 
	

	Position: 
	
	
	Supervisor: 
	

	Location:
	
	
	Other:
	


FIRST DAY
	
	Submit new employee’s brief bio to supervisor 

	
	Provide employee with program directory or frequently call numbers (if applicable).

	
	Program staff assigned to answer general questions: 
	

	
	

	
	PARs-Personal Activity Report
	Manager needs to email CHICAGO_PAR@cityofchicago.org with employee name, employee number, and payroll funding sources so they can be added to the PARs database for reporting.

	POSITION INFORMATION 

Introduction to team and review program organizational structure

Review job training (if applicable).

Review work schedule and hours of operation.

Review job description and performance expectations and standards.




REVIEW OF POLICIES AND PROCEDURES*
	
	Vacation and sick leave procedure
	
	Uniform/Dress code policy (if applicable)

	
	Edit form
	
	Safety procedures (if applicable)

	
	Emergency procedures
	
	Mileage Reimbursement Policy*  (if applicable)

	
	Performance reviews (probationary and annual)
	
	CoC Travel Policy* (if applicable)

	
	
	
	Other:


REVIEW OF PHYSICAL LOCATION
	
	Office/desk/work station
	
	Conference room location(s)

	
	Keys/building access card or process
	
	Telephones, review standard greeting, voice mail set up and access (if applicable)

	
	Mail (incoming and outgoing)
	
	

	
	Contact person for office supplies
	
	


INTRODUCTIONS AND TOURS OF FACILITIES
	
	Introductions to site staff
	
	Restrooms
	
	Emergency exits/fire suppression equipment

	
	Copiers/printers
	
	Mail room
	
	Place for job postings and announcements

	
	Kitchen/break room
	
	Biometric time clock reader
	
	


COMPUTERS

	
	Hardware and software review including:
	
	Email
	
	Databases

	
	
	
	CoC and CDPH Intranet/Internet
	
	Data on shared drives


COMMENTS:
	FOR UNIT PERSONNEL ONLY: (Must be returned to CDPH-HR after Post-Onboarding Orientation. Keep a copy for your records)


	Employee Signature
	
	Date:

	Supervisor or Designee Signature
	
	Date:


(Program Onboarding should be completed within 5 business days of new hire and returned to Anita Broadie at anita.broadie@cityofchicago.org or Karen Martin at karen.martin@cityofchicago.org. This form will be kept in the Employee’s file.)
*CDPH HR forms, policies, and procedures are here and other CDPH policies and procedures are here.
HR: 2/27/19:mb

