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SPONSOR CHECKLIST
Preparing for your non-employee’s arrival
Please note you will receive an email from account provisioning with username and temporary password once the network login is ready for your non-employee. 

Instructions:

1. This form is to be completed by Sponsor (or delegate) prior to Non-Employee’s first day
2. This checklist is to serve as a guideline (there is no need to send it back to RHR once completed) 
PRIOR TO OR ON FIRST DAY (if applicable* to your non-employee):
 FORMCHECKBOX 
 
* Additional systems access, e.g. Epic, shared drives should be requested via IS Help Desk 

 FORMCHECKBOX 
 
* IRB modifications: add new personnel, contact IRB: irb.office@seattlechildrens.org
 FORMCHECKBOX 
 
* IACUC modifications: add new personnel, contact iacuc@seattlechildrens.org
 FORMCHECKBOX 
 
* Work space: contact your Research Center or Department for space assignment and approval

 FORMCHECKBOX 
 
* Elevated Building access, see CHILD information about Research Building Access 
FIRST WEEK (if applicable* to your non-employee):
 FORMCHECKBOX 
 
Online training requirements: NEAT Research Onboarding
 FORMCHECKBOX 
 
Computer and systems orientation 
· Network and shared drives / “O” drive

· Email protocol e.g. Outlook, Children’s signature block
· CHILD overview 

· Other systems e.g. EPIC
 FORMCHECKBOX 
 
Research assignment orientation and expectations

 FORMCHECKBOX 
 
* Building tour, e.g. emergency exits, amenities, drop-in stations, security
 FORMCHECKBOX 
 
* Transportation, e.g. shuttle, parking
 FORMCHECKBOX 
 
* Lab Safety training 

RENEWAL, CHANGES OR TERMINATION OF ASSIGNMENT:
 FORMCHECKBOX 
 
Assignment or status changes: email researchhr@seattlechildrens.org with any changes
 FORMCHECKBOX 
 
Renewal of assignments: email researchhr@seattlechildrens.org at least 4 weeks prior to end date to initiate renewal process
 FORMCHECKBOX 
 
End of assignment: Notify researchhr@seattlechildrens.org when non-employee assignment ends

 FORMCHECKBOX 
 
Prior to departure: Non-employee returns photo ID badge to supervisor when assignment ends
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Feedback on this form? Email: researchHR@seattlechildrens.org 


