
1.0
Follow policy and 

procedures 
mandated by 

Human Resources

2.0
Represent 
Hospice 
culture

3.0
Identify 

requirements for 
annual required 

education

4.0
Locate 
support 
services

5.0
Identify 

Alzheimer’s 
Disease

6.0
Explain 

compliance

7.0
Recognize 

the volunteer 
department

8.0
Submit 

timesheet in 
a timely 
manner

Orientation
Orientation Goal Statement: Given materials and 
instruction, new employees will feel welcome and 
have positive feelings, and operate as effective 
members of the  team in compliance with all 
internal and legal regulations.

a

Gagne’s: 
Procedure & 

Rules

A
Feel welcome and 

have positive 
perceptions

A
Feel HR staff are 

friendly and 
supportive

Entry Behaviors Line

6 Grade Reading 
and Writing in 

100% of learners

6 Grade Level 
Math in 100% of 

learners



1.1
Use Human 
Resources 
Services

a

1.1.1
Locate Universal 

Precautions 
Booklet

1.1.2
Read Universal 

Precautions 
Booklet

1.1.4
Locate “What is 
EAP” brochure

1.1.5
Read “What is 
EAP” brochure

1.1.7
Locate Payroll 

Schedule

1.1.8
Read Payroll 

Schedule

1.1.10
Locate 

Organizational 
Chart

1.1.11
Read 

Organizational 
Chart

1.1.22
Locate Voice Mail 
Instruction Sheet

1.1.23
Read Voice Mail 
Instruction Sheet

V1.1.24
Listen to 

Information about 
getting a voice 

mailbox

1.1.25
Use 

Voicemail

1.1.13
Locate Military 

Time Sheet

1.1.14
Read Military Time 

Sheet

1.1.16
Locate Mileage 
Reimbursement 

Policy

1.1.17
Read Mileage 

Reimbursement 
Policy

1.1.18
Locate Worker’s 
Compenstation 

Treatment 
Information and 

Card

1.1.19
Place Worker’s 
Compensation 

Card in wallet or 
purse

1.1.20
Read Worker’s 
Compensation 

Information

b

1.1.3
Practice Universal 

Precautions

1.1.6
Use Employee 

Assistance 
Program

1.1.9
Name Due Dates 

of Timesheet

1.1.12
Interpret 

Organizational 
Chart

1.1.15
Recognize Military 

Time

1.1.17
Apply for Mileage 
Reimbursement

1.1.21
Recall Worker’s 
Compensation 

Injuries



1.2
Submit 

Personnel 
File 

Paperwork

1.2.2
Read W-4

1.2.3
Fill out W-4 
worksheet, 
allowance 

certificate, and 
sign

1.2.1
Locate W-4 Form

1.2.5
Read Affidavit of 

Good Moral 
Character

1.2.6
Sign Affidavit of 

Good Moral 
Character

1.2.4
Locate Affidavit of 

Good Moral 
Character

1.2.7
Locate Criminal 
Activity Policy 

Form

1.2.8
Read Criminal 
Activity Policy 

Form

1.2.9
Sign Criminal 
Activity Policy 

Form

1.2.10
Locate Statement 

of Privacy/
Confidentialty

1.2.11
Read Statement of 

Privacy/
Confidentiality

1.2.12
Sign Statement of 

Privacy/
Confidentialty

1.2.13
Locate 

Authorization for 
Media Use/

Publication Form

1.2.14
Read 

Authorization for 
Media Use/

Publication Form

1.2.15
Fill out and sign 
Authorization for 

Media Use/
Publication Form

1.2.16
Locate Conflict of 

Interest Disclosure

1.2.17
Read Conflict of 

Interest Disclosure

1.2.18
Fill out and sign 

Conflict of Interest 
Disclosure

1.2.19
Locate Consent 
Form For Drug 

Testing

1.2.20
Read Consent 
Form For Drug 

Testing

1.2.21
Sign Consent 
Form For Drug 

Testing

1.2.22
Locate Per-Diem 
Compliance Form

1.2.23
Read Per-Diem 

Compliance Form

1.2.24
Fill out and sign 

Per-Diem 
Compliance Form

1.2.25
Locate Electronic 
Communication 

Policy

1.2.26
Read Electronic 
Communication 

Policy

1.2.27
Sign Electronic 
Communication 

Policy 
Acknowledgement 

Form

c

b



1.2.28
Locate Direct 
Deposit Form

c

1.2.29
Direct Deposit 

Paycheck?

1.2.31
Fill out Direct 
Deposit Form

1.2.32
Locate StaplerYes

1.2.30
Receive paycheck 

on paper

No

1.2.34
Locate Sexual 
Abuse Policy

1.2.35
Read Sexual 
Abuse Policy

1.2.36
Locate Receipt 

and 
Acknowledgement 
of Understanding 

of the Sexual 
Abuse Policy Form

1.2.37
Read Receipt and 
Acknowledgement 
of Understanding 

of the Sexual 
Abuse Policy Form

1.2.38
Sign Receipt and 

Acknowledgement 
of Understanding 

of the Sexual 
Abuse Policy Form

1.2.39
Locate Notice of 
Privacy Practices 

Form

1.2.40
Read Notice of 

Privacy Practices 
Form

1.2.41
Locate Notice of 
Privacy Practices 
Acknowledgement 
of Receipt Form

1.2.42
Read Notice of 

Privacy Practices 
Acknowledgement 
of Receipt Form

1.2.43
Fill out and sign 
Notice of Privacy 

Practices 
Acknowledgement 
of Receipt Form

1.2.44
Locate Hepatitis B 
Virus and Vaccine 

Information

1.2.45
Read Hepatitis B 

Virus and Vaccine 
Information

1.2.46
Want Hepatitis 
B Vaccination?

1.2.47
Sign Hepatitis B 

Vaccination 
Consent Form

1.2.48
Sign Hepatitis B 

Vaccination 
Refusal Form

Yes

No

1.2.49
Locate Electronic 

Authentication 
Policy

1.2.50
Read Electronic 
Authentication 

Policy

1.2.51
Locate Electronic 

Authentication 
Policy 

Acknowledgement 
of Receipt

1.2.52
Read Electronic 
Authentication 

Policy 
Acknowledgment 

of Receipt

1.2.53
Sign Electronic 
Authentication 

Policy 
Acknowledgement 

of Receipt

1.2.54
Locate “When to 

Complete An 
Incident/Accident 

Report” 
information

1.2.55
Read “When to 
Complete An 

Incident/Accident 
Report” 

information

1.2.56
Locate Sample 

Accident/Incident 
Report Form

1.2.58
Review Sample 

Accident/Incident 
Report Form

1.2.33
Staple voided 
check to Direct 
Deposit Form

1.2.57
Listen to Accident/

Incident Report 
policy

V

1.2.59
Locate Employee 
Charitable Fund 
Donation Form

1.2.60
Make voluntary 

donation to 
charity?

1.2.61
Fill out Employee 
Charitable Fund 
Donation Form

1.2.62
Skip Charitable 
Donation Form

No

Yes
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