UNIVERSITY OF The Grainger College of Engineering

I L LI N o I S Office of Safety

URBANA-CHAMPAIGN 303 Engineering Hall, MC-266
1308 W. Green St.
Urbana, IL 61801

New Employee (EE) Onboarding - Orientation and Access
(For New Facilities Personnel) Last updated: 181une2e

Grainger Office of Facilities and Safety provides a checklist template pre-populated with a list of
campus and college resources, systems, and trainings to assist with onboarding of personnel in
facilities-related roles. Using the template is not required, the most up-to-date template can be
found on the GCOE Facilities website

] IT-related new EE resources

[J Phone number c/o Telecom Coordinator, if new to University. Have new EE fill out the E911 form.

L] Engineering Portal (my.engr) (Tutorials available by clicking “APPTRACK” in banner)

1 BenchMark (F&S Audit Database)

1 DRS Audit Database (Facility Findings for Relevant Departments — Request access from
DRS@illinois.edu)

0 Work Order F&S Portal — Request of User Account form

(1 Engineering Portal Key—Engr IT for access

O Archibus: Campus Level—F&S Facilities Information Resources

[ Facility Standards — Download for use as reference

1 Key Shop Access—Foreman of Key Shop (authorization form)

[ Card Access: by department—Through F&S Card Access, get permissions to run Andover System

1 Telecom Unit Coordinator (TUC)— (could be a Business Office function, not Facilities) email
TechServices consult@illinois.edu (Pinnacle access)

[ Financial Portal—EBSC or unit business office (depends on unit), programs like BANNER, EDDIE,
FabWEB, iBuy have their own admin

(1 Purchase P.O. (iBuy)—Business office
1 Local drive access—Engr IT
1 Printer/Scanner Setup: To be added by EE Windows/Mac (self-service) or can be added by Engr IT

1 Business Cards - Printing Services (optional)

[0 Name Tag—Trophy Time c/o Grainger Marketing and Communications (optional)
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https://safety.grainger.illinois.edu/office-of-facilities
https://www.techservices.illinois.edu/get-help/new-to-campus-getting-started/
https://answers.uillinois.edu/illinois/34157
https://my.engr.illinois.edu/
https://universityofillinois.benchmarkdigital.com/home/index.cfm
https://www.drs.illinois.edu/Account/Login
mailto:DRS@illinois.edu
https://my.fs.illinois.edu/documents/MyFsPortalRequestForm.pdf
mailto:engrit-help@illinois.edu
https://fs.illinois.edu/archibus-web-central/
https://fs.illinois.edu/facilities-standards/
https://docs.fs.illinois.edu/wp-content/uploads/2022/12/Dept-Key-Authorization-Form.pdf
mailto:cardaccessrequest@illinois.edu
mailto:consult@illinois.edu
https://ebsc.grainger.illinois.edu/
https://www.busfin.uillinois.edu/applications/i_buy
mailto:engrit-help@illinois.edu
https://answers.uillinois.edu/illinois.engineering/85124
https://answers.uillinois.edu/illinois.engineering/85131
mailto:engrit-help@illinois.edu
https://marcomcentral.app.pti.com/printone/login.aspx?company_id=16180
https://www.trophytime.com/products/name-badges/s23sPv94Bt20r1/
https://marcom.grainger.illinois.edu/

(1 Outlook Shared Inboxes and shared phone number/phone tree (Telecom Coordinator or request to
Tech Services, email consult@illinois.edu)

1 VPN Setup (installed by new employee or can be added by Engr IT)
1 FABweb/Inventory Item Renewal — Drew Funkhouser (EBSC)

[ Building Emergency Action Plan (BEAP): Add new EE to update BEAPs for relevant buildings (added by
Senior Safety Engineer) - contact Emergency Management (Jason Madden)

1 Energy Management Systems (EMS) — Request addition to call list at Energy Command Center

[0 Outage Approver List — Request to service office

1 Join GCoE Safety Working Group (Office of Facilities and Safety) — email engrsafety@illinois.edu

[ Buildings Serviced by Engineering Facilities (Daniel Maier)

[ Site Visits — c/o Daniel Maier or unit business office/hiring manager
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mailto:consult@illinois.edu
https://answers.uillinois.edu/illinois/98773
mailto:engrit-help@illinois.edu
https://www.busfin.uillinois.edu/equipment_management/equipment_overview
https://illinois.castellan-us.com/users/sign_in
https://fs.illinois.edu/energy-management-systems-ems-controls/
mailto:fandsenergycomm@illinois.edu
https://docs.fs.illinois.edu/wp-content/uploads/2024/07/FS_Outage-Files_Service-Office.pdf
mailto:fsserviceoffice@illinois.edu
mailto:engrsafety@illinois.edu

New Employee Onboarding - Safety Training Module (For
New Facilities Personnel)

GCOE Safety Website
CAM EH&S Policy: https://cam.illinois.edu/policies/rp-17/

Online Training — To be selected based on job duties and hazards encountered
[J Awareness Training for the Transport of Hazardous Materials

1 BEAP (HR informs all new hires of the general BEAP training)

O Compressed Gas Safety

[ Cryogen Safety

[ Electrical Safety: Fundamentals

[ Fire Extinguisher Training

[0 Hazard Communication

[ Portable Ladder Training

[ Radiation Safety Awareness Training

[ Transport of Infectious Substances, Category B (Shipping Dry Ice and/or biological materials)

O Understanding Biosafety

Safety Library Topics — Select training should be taken based on job duties and hazards found in labs
and workspaces in your unit

Chemical and Laboratory Safety
[ Annual Safety Audits

[ Laboratory Housekeeping

[ Chemical Spill Prevention, Preparation and Response

1 Battery Safety

O Common Waste Types

O Compressed Gas Cylinder Safety

O Cryogens and Dry Ice

[ Disposable Glove Removal -Video

O Gas Cylinder Regulator Installation - Video

[0 How to Request a Waste Pickup - Video
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https://safety.grainger.illinois.edu/
https://cam.illinois.edu/policies/rp-17/
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=86
https://go.grainger.illinois.edu/BEAP
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=314
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=315
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=289
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=277
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=150
https://training.learn.illinois.edu/mod/scorm/view.php?id=10
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=253
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=89
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=68
https://drs.illinois.edu/Page/Programs/AnnualAudit
https://www.drs.illinois.edu/Page/SafetyLibrary/LaboratoryHousekeeping
https://ovcrportal.research.illinois.edu/Training/Overview.aspx?TrainingId=299
http://www.drs.illinois.edu/SafetyLibrary/BatterySafety
https://drs.illinois.edu/Page/Waste/CommonWasteTypes
https://www.drs.illinois.edu/SafetyLibrary/CompressedGasCylinderSafety
https://www.drs.illinois.edu/SafetyLibrary/CryogensAndDryIce
https://youtu.be/niczVpYMqJU
https://youtu.be/NyHFNVu_BgI
https://drs.illinois.edu/Page/RequestAWastePickup

O Transporting Gas Cylinders — Video

New Labs, Moves, and Close-outs
[ Laboratory Set-up Requirements

O Decon of equipment or surfaces (w/ possible hazardous materials)

O Examples of equipment that may contain radioactive materials

O Servicing and Decommissioning of Lab Equipment

[ DRS Close-out Procedures

O Lab Close-out Checklist

Safety Equipment
[ Biological Safety Cabinets

[ Biosafety Cabinet: Airflow — Video

O Biosafety Cabinet: Safe Use — Video

O Chemical Fume Hoods

O Chemical Fume Hoods — Video

O Emergency Eyewashes and Showers

Field/outdoor Safety
[ Cold Stress

O Heat Stress

(1 Dehydration

O Ultraviolet Radiation

Shipping
[ Introduction to Shipping

[ Biological Material Transport (Dry Ice and/or biological materials)

] Chemical Material Transport

] Transporting Hazardous Materials in Motor Vehicles

Emergency Management
] Emergency Response Guide

Occupational Health and Safety
[ Injury Reporting (Additional lab-specific information)

[ lllinois OSHA Injury Reporting Requirements

[J Occupational Safety Programs and Environmental Compliance (F&S Safety and Compliance)
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https://youtu.be/Q_SPt2NSwNo
https://www.drs.illinois.edu/Page/SafetyLibrary/LaboratorySetUpRequirements
https://www.drs.illinois.edu/Page/SafetyLibrary/ProcessforDecontaminatingLaboratoryEquipment
https://www.drs.illinois.edu/site-documents/EquipmentContainingRadioactiveMaterials.pdf
https://ws.engr.illinois.edu/sitemanager/getfile.asp?id=3799
https://www.drs.illinois.edu/Page/SafetyLibrary/LaboratoryCloseOutProcedures
https://ws.engr.illinois.edu/sitemanager/getfile.asp?id=3568
https://www.drs.illinois.edu/SafetyLibrary/BiologicalSafetyCabinets
https://www.youtube.com/watch?v=zJ7PCCLPpfk
https://www.youtube.com/watch?v=KSH_aaQSNyE
https://www.drs.illinois.edu/SafetyLibrary/ChemicalFumeHoods
https://youtu.be/xCmEaAl0IXQ
https://www.drs.illinois.edu/Page/Programs/EmergencyEyewashesAndShowers
https://www.drs.illinois.edu/SafetyLibrary/BiologicalSafetyCabinets
https://www.drs.illinois.edu/Page/SafetyLibrary/ColdStress
https://www.drs.illinois.edu/Page/SafetyLibrary/HeatStress
https://www.drs.illinois.edu/Page/SafetyLibrary/Dehydration
https://www.drs.illinois.edu/Page/SafetyLibrary/Ultravioletradiation
https://www.drs.illinois.edu/Page/Programs/IntroductiontoShipping
https://www.drs.illinois.edu/Page/Programs/BiologicalMaterialTransport
https://www.drs.illinois.edu/Page/Programs/ChemicalMaterialTransport
https://www.drs.illinois.edu/Page/Programs/TransportingHazardousMaterialInMotorVehicles
https://police.illinois.edu/em/preparedness/emergency-response-guide/
https://www.treasury.uillinois.edu/risk_management/workers_compensation/reporting_procedures_responsibilities
https://www.drs.illinois.edu/Page/IncidentResponse/IncidentReportingAndInvestigation
https://fs.illinois.edu/injury-management-and-reporting/
https://fs.illinois.edu/safety-and-compliance/

1 Motor Vehicle Safety (University Vehicle Policies and Procedures)

O Noise Assessment Request

O Powered Industrial Trucks (Forklifts) Program

Environmental Stewardship
[J Campus Environmental Overview (video presentation)

] Stormwater Management
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https://fs.illinois.edu/car-pool-and-transportation/
https://forms.illinois.edu/sec/8399111
https://docs.fs.illinois.edu/wp-content/uploads/2023/02/powered-industrial-truck-program.pdf
https://mediaspace.illinois.edu/media/t/1_ckuq5dou/235848803
https://fs.illinois.edu/stormwater-management/

