Basic Administrative Process for Contract Workers
Contract Worker Process:

1. Division approval, as required

· Division Approval Requirements

2. Complete Contract Worker Request Form and give to Division Contact
· Division Contract Worker Processing Contact

3. Division Contact faxes form to agency
· Contract Agency List

4. Division Contact receives and reviews resumes
5. Select candidate, complete request form, activate in HRIS
6. Contract Worker should report to the Site Access Office at Building 65A
7. Site Access issues LBNL badge and gives orientation packet to contract worker
· Information on the Orientation Packet

8. Contract worker reviews orientation packet. Signature documents given to Division Contact
9. Contract Worker goes to work
10.  Contract Worker Timesheet copy submitted to Budget Analyst
11. Division Contact provides assignment tracking and data maintenance for division contract worker population.
DIVISION GUEST FILE DOCUMENTS
The following documents will be kept in the Division Guest File: 
· Contract Worker Request Form (original)
· EHS Acknowledgment (original) 
· Intellectual Property Acknowledgment (original) 
· Computer Protection Agreement (original) 
· Approval documents for guest record actions
· Email 
· Contract Worker Update Notice
· Other backup documents
· Other documents submitted by the guests or host
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