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Subject:
General Operating Procedures


Policy:

To ensure that the Department of Internal Medicine staff is familiar with general department  information/ guidelines.

Procedure:
1.
Division Administrator or Designee in  charge of personnel files reviews the following procedures with new employee.

2.
Employee certifies, by initialing, that they have read and understood the procedure. This information will be maintained in the employees Internal Medicine  personnel folder.

Initials
Topic
          

Codes/Passwords (i.e. long distance, copier, LAN)

_____

Disaster Evacuation Plan

_____

Mail Handling 

_____

Maintenance Requests procedure

_____

Purchasing Requests procedure

_____

Overtime/Compensatory Time Requests

_____

Parking

          

Personnel Files

_____

Petty Cash Reimbursement

_____

Software Installation

_____

Travel Requests

            _____

Laboratory Safety Security


_____

Lab Coats Ordered


_____

E-Mail Setup


_____

Pagers Ordered

____________________

Employees Signature

________________________

Orientation Staff Signature
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