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Purpose

The purpose of employee orientation is to acquaint all new employees with Sedgwick County
Government’s organizational history, philosophy, policies, procedures, rules and regulations,
thereby providing useful and pertinent information regarding their employment.

Policy

All new benefited employees of Sedgwick County are required to attend an Employee
Orientation session. Orientation will be conducted by the Division of Human Resources.
Hiring authorities are responsible for new employees’ attendance.

Procedures

A. Employee Orientation will be administered by the Division of Human Resources.

B. Training topics covered in new employee orientation include but are not limited to:
Drug Free Workplace, Blood Borne Pathogens, Sexual Harassment Prevention and
Hazard Communication.

C. Employees will attend New Employee Orientation on their first day of employment.
If an employee is unable to attend the scheduled Orientation session, the Hiring
Authority will ensure that the employee is enrolled for an alternate date.

D. All new employees will be issued a County ID badge with their picture, name and

department listed. If an employee’s badge is lost or stolen, a replacement badge must
be purchased from Human Resources via payroll deduction at the rate of $5.00 per
badge. The replacement fee will not apply to new badges issued to reflect an
employee name change, department change or for damaged cards.



