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On-Boarding TRAINING LIST for New Faculty
Welcome to the Faculty      
Your Ambassador is       FORMTEXT 

     
 and you may contact them at anytime with all your admin and basic orientation to work questions.   Email:  or by phone.      
We hope you have already begun your On-Boarding Process through the web-based system following instructions you found in the Welcome Flyer enclosed with your Offer Letter.  Identified below is the mandatory training list you must complete before you may begin seeing patients, working in the lab or working with animals.  In the section which follows are the Department or Division specific tasks you must also complete.  If you have any questions, please contact the department administrator or your On-Boarding Ambassador.
DIRECTIONS:

· The mandatory tests for your position have been identified by your Administrator with an X in the “Required” column. 

· As you complete each test, place an X in the box found in the “Completed Column.”  
· Keep this for your records.
Your new System Userid will enable you to complete these tests and as soon as it is created by HR, your ambassador will contact you and provide it.
TRAINING FOR NEW FACULTY MEMBERS

ALL NEW FACULTY

Mandatory Training PS 
Initial and periodic training is required by many Federal and State regulations. In addition, Kansas University Medical Center and University of Kansas Hospital require employee training so personnel can carry out their jobs safely and efficiently. Compliance Training and some of the Environment, Health and Safety Office training must be completed before you may see patients or work with animals.

Your Department Administrator will provide a “TRAINING LIST” to identify which specific training sessions you must complete after receiving your system UserID (or also called KUMC network account username).  Much of the training is on-line and can be completed before you arrive using our CHALK program.  Instructions for completing Safety Training online using CHALK for University, KUPI and Research Institute employees and students:

1. Logon to myKUMC portal. 

2. Enter your KUMC network account username and password. This is the same information you use to login to the network when you turn on your computer. 

3. Click the "Training" tab. 

4. In the box labeled "Chalk" on the right of your screen you will see a list of the online training courses available to you in CHALK. Select the option for the training you wish to take. 


Mandatory Training Schedule PS. 

Required 
Completed


or Scheduled
ALL FACULTY 

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   KUMC Policies for New Employees - complete within 30 days 
Office of Compliance

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   HIPAA Training - complete within 30 days of employment (or before you arrive)
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Harassment Tutorial: Respect in the Classroom and Workplace - complete within 30 days

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Computer Security Awareness Training - complete within 30 days 
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Environment, Health & Safety Office Training within 30 days (first time taking this training is in-person only; schedule is listed on the EHS Web site: http://www2.kumc.edu/safety/inpersontraining.html)

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Conflict of Interest Disclosure - Employees must complete within 2 weeks of new employment date. 
RESEARCH FACULTY

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Human Subjects Protection 
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Animal Training
CLINICAL/TRANSLATIONAL RESEARCH FACULTY 

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Human Subjects Protection 
Hospital O-2 Training

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   1. Schedule your Hospital O-2 Training through your administrator    

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   2. Complete & Fax Access Request Form 
CLINICAL FACULTY 

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Human Subjects Protection 

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Community Sensitivity and Proficiency Certification Process (NEW thru the CReDO)

Hospital O-2 Training

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   1. Schedule your Hospital O-2 Training through your administrator    

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   2. Complete & Fax Access Request Form 
KUPI Training

 FORMCHECKBOX 
  
 FORMCHECKBOX 
   University/Kansas University Physicians, Inc. (KUPI) Safety Training or call 913.588.1081
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   KUPI Training (for Clinical Faculty) 
Patient Care Access Forms PS – These forms will give you access to everything you will need for patient care services. Your department Ambassador will identify for you the REQUIRED forms you MUST complete prior to seeing patients. Instructions and Forms 
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   SMS, IDX, Tracemaster, Network, Email, User Group Request Forms
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   O2Access Request Form
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Clinical Radiology Systems/Novius Radiology
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Radiology PACS
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Healthworks
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Lawson
 FORMCHECKBOX 
  
 FORMCHECKBOX 
   Centricity
BASIC SCIENCE & CLINICAL/TRANSLATIONAL FACULTY 

Recommended On-line Training Modules PS – The HR Department offers many eLearning Modules that will be helpful to you and have been recommended to you based on your position.  For example, the eLearning Module, “How to Hire”, will help with the hiring process for a new post-doc or state employee.   Your department Ambassador will identify for you the recommended modules they highly suggest you complete before you arrive.  You will need your username and password to login into the eLearning Program.
eLearning Module List (https://www2.kumc.edu/chalk3/training/hr/index.aspx )

Recommended 
Completed
· 
Career Advancement 

· Effective Interviewing 

· Resume Writing 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
  Success for the Promotion Seeker 

· 
Communication 

· Communication with Customers 

· Personality Types 

· Powerful Communication Skills 

· 
Diversity 

· Diversity in the Workplace 

· 
Management/Leadership 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
   Hiring Competent Employees 

· Performance Management System 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
   What Every Supervisor Should Know 

· 
Policies & Procedures 

· Attendance Policy 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
   Corrective Action 

· Family & Medical Leave Act 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
   FLSA Overtime/Compensatory Time 

· Shared Leave 

· Workplace Violence 

· 
Professional Development 

· Conflict Resolution 

· Managing Your Time 

· Orientation: Online KUMC Policies 

·  FORMCHECKBOX 
  
 FORMCHECKBOX 
   Preventing Harassment in the Workplace 

· Team Building 

DEPARTMENT/DIVISION TASKS FOR NEW FACULTY MEMBERS

If you have any questions, please contact your Ambassador or your Division Director. 

To be completed by:
Task

 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
CENTER OR INSTITUTE TASKS FOR NEW FACULTY MEMBERS

If you have any questions, please contact     . Email:       Telephone:      

To be completed by:
Task

 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
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