
 
New Employee Information Sheet 

 
Full Legal Name: ________________________________________________________  

Address: ______________________________________________________________ 

               _______________________________________________________________ 

Date of Birth: ______________________ 

E-mail: _______________________________________________ 

 

For direct deposit:  
         Routing #: ____________________  Acct #: ___________________________ 

 

Spouse/Emergency Contact: 

Name: ______________________________________________ 

Phone number: _______________________________________ 

 

Position: _________________________________________________ 

Salary:  hourly  or salary      amount agreed upon: _________________ 

 

Do you understand the time off procedures? __________ 

 

Any physical challenges that need to be accommodated? __________no_______________ 

_________________________________________________________________________ 

Any medical conditions or allergies? ____________________________________________ 

_________________________________________________________________________  



 
Checklist 

 

❏ I know ORC’s Core Values 

❏ I have read, understood, and signed the Employee Handbook 

❏ I have reviewed the protocols for my position 

❏ I have filled out the MI-W4 and W4 

❏ I know the WiFi password 

❏ I have given my emergency contact info 

❏ Copy of Driver’s License 

❏ Copy of any license or certifications 

❏ If assigned ORC email, know password 

❏ I know my timeclock number 

❏ Given employee key  

❏ Given uniform 

 

Signed: __________________________________________________ 

(Cross off anything that does not pertain to your position.) 

 

 
 

 
 

Employee Handbook Consent Form 
 



 
 

I, _______________________, have read Oxford Recovery Center’s employee handbook. I 
understand ALL the rules/regulations and expectations the Owner and/or Business Manager 
have in the handbook. I agree to follow EVERYTHING in the employee handbook. 
 
I realize that I may ask questions I have in regards to the employee handbook. 
 
I have received a copy of this consent form for my own records.  
 
 
 
_________________________________________________  _________________ 
Employee’s Signature        Date 
 
 
_________________________________________________  _________________ 
Owner or Business Manager Signature     Date 
 

 

 

  



 
 

WiFi Password:  ________________________________________________ 

 

 

Gmail Account: __________________________________________________ 

 

 

Gmail Password: _________________________________________________ 

 

 

Timeclock ID: ____________________________________________________ 

 

 

eThomas log-in: __________________________________________________ 

 

 

eThomas Password: _______________________________________________ 

 

 

 

 


	Full Legal Name: 
	Address 1: 
	Address 2: 
	Date of Birth: 
	Email: 
	Routing: 
	Acct: 
	Name: 
	Phone number: 
	Position: 
	amount agreed upon: 
	Do you understand the time off procedures: 
	Any physical challenges that need to be accommodated 1: 
	Any physical challenges that need to be accommodated 2: 
	no: 
	Any medical conditions or allergies 1: 
	Any medical conditions or allergies 2: 
	I know ORCs Core Values: Off
	I have read understood and signed the Employee Handbook: Off
	I have reviewed the protocols for my position: Off
	I have filled out the MIW4 and W4: Off
	I know the WiFi password: Off
	I have given my emergency contact info: Off
	Copy of Drivers License: Off
	Copy of any license or certifications: Off
	If assigned ORC email know password: Off
	I know my timeclock number: Off
	Given employee key: Off
	Given uniform: Off
	Signed: 
	understand ALL the rulesregulations and expectations the Owner andor Business Manager: 
	Date: 
	Date_2: 
	WiFi Password: 
	Gmail Account: 
	Gmail Password: 
	Timeclock ID: 
	eThomas login: 
	eThomas Password: 


