
 
 

New Team Member General Orientation Agenda 

Presenter  Topics Covered 
  Payroll Processes: 

‐ Reporting Absences 
‐ Using Time Clock 
‐ Requesting Paid Time Off 

Benefits: 
‐ Eligibility 
‐ Qualifying Events 
‐ Paid Time Off 

Leaves of Absences 
Performance Evaluations 
Relias Training 
Work Place Injuries 

Addison Glassburn, Recreational Therapist  TR and Activity Programming and 
Outings 

Shannon Cantwell, Environmental Services 
Director 

Overview of Department and Services 
MSDS Sheets 

Maintenance Department Overview 
TELS Program/Submitting Maintenance 

Requests 
After Hours Assistance 

Safety Committee and Safety Programs 
Emergency Plans and Drills 

Standard Precautions 
 

Ellie Woods, Director of Rehabilitation/MDS 
Coordinator 

Rehabilitation Programs 
MDS and Documentation 
Restorative Programs 

Safe Lifting 

Megan Budimlija, Business Office Manager  Office Processes 
Resident Programs 

POP 
Banking 



Carol O’Brien, Certified Dietary Manager  Dietary Programs 
Team Member Lunches 

Jennifer Wallgren, Director of Nursing 
 
 

Introduction 
Nursing Best Practices 

Communication 
IDPH Basics 

Documentation 
Infection Control 

COVID Regulations and Procedures 
Wound Care 
Inventory 
TB Testing 

UTI Prevention 

Priscilla Reiling, Certified Mandt Instructor  Mandt Training Basics 

Sheila Huizenga, Administrator  Overview of Admissions Process 
Marketing 

Abuse and Neglect 
Resident Rights 

Staff Socialization Policy 
Social Media 

PCC  
Internet and Personal Devise Usage 

  

I confirm I have received the above training and Winning Wheels, Inc. policies: 

 

 

Team Member Name Printed    Signature                        Date 
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Winning Wheels, Inc. - New Employee Safety Orientation 

 

EVALUATION OF JOB PERFORMANCE  
o A certain percent of your performance is based on safety 

o Safety Committee, and Staff involvement in the Safety Program 

o How to voice or report a Safety Concern 

o Inservice Attendance / Policy – requires signature 

o Loss Control / Safety Program – your involvement in safety goals 

 

INJURY INSTRUCTIONS  
o Notify supervisor and complete incident report for all injuries 

o If injury requires treatment, drug screen and additional paperwork must be completed 

o Location of First Aid Kits, and who to see for First Aid/Treatment 

 

REFERENCE MATERIAL  
o Hazard B and Blood Spill Kits and Hazard Communication Program 

o Location of SDS data, explanation of SDS – signs/symbols, symptoms, and prevention methods 

o Location of employee Safety Program and Emergency Preparedness Binders 
 

CLOTHING & PERSONAL PROTECTIVE EQUIPMENT (PPE)  
o Proper shoes, gait belts, goggles, gloves, gowns, etc. 

o Bite Sleeves, use, when to use and how to put on with return demo 

o If you need any other safety equipment, or replacement PPE notify your supervisor 

 

SAFETY RULES & EMERGENCY PLAN (Job Specific)  
o Lockout/Tag out – Who is authorized to use 

o Fire Training, including use of fire extinguishers 

o Fire and Evacuation procedures 

o Tornado and Severe Weather Emergencies 

o TELS - Importance of submitting maintenance requisitions for repairs, and how to do so. 

o Door Alarms, Code Alerts monitoring, and Resident Safety Alarms 

o Missing resident protocol 

o Residents with Off Grounds Privileges and Protocol 

o Use proper transfer techniques, mechanical lifts/save your back 

o Information given on eyewash stations and use with return demo 
o Wound Care Device Protocol - Air Mattresses, and how to ensure they are working properly (For Nursing 

Staff) 
o Clean Up - Procedure and Location of Mop Bucket, Wet Floor Signs, and Cleaning Supplies 

o Violent Situation - Bomb Threat, Intruders, Nuclear/Military Attack, Disgruntled Staff, Resident 

Behaviors, etc. 
o Concealed Carry, Active Shooter Protocol, and what to do if you do not feel safe. 

o Communication Plan and Alternate Means of Communication during an emergency. 

o When applicable; How to operate/drive power chairs and mobility equipment. 
 

STANDARD PRECAUTIONS  
o Blood Borne Pathogens 

o Tuberculosis 

o Hepatitis B (informed consent and acceptance / declination of Hepatitis B vaccine) 

o Use of gloves and proper hand washing techniques 

o Indications for PPE 

o Sharps disposal and disposal of blood-contaminated items 

o Procedures for cleaning leg bags and bed bags 

o Procedures for removal of dirty linens and clothes from resident rooms 
 

I have received information and training on all of the above items, and have demonstrated 

competency in same. 

 

_________________________________________     __________________________________ 

Employee Signature                                         Date       Trainer Signature                           Date 

 
Revised 04/10/22 
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