	NEW EMPLOYEE ORIENTATION ENROLLMENT FORM

Training & Development Services Section
Department of Employee Relations

Room 706 – City Hall
	E-MAIL OR FAX TO:
Judy Kammermann

· E-Mail:  jkamme@milwaukee.gov 
· Fax:  286-0203

	All new employees eligible for benefits or current employees that go from non-benefit to benefit must attend New Employee Orientation (NEO).   (Does not include sworn personnel.)
It is very important the presenters know as far ahead of time who/how many are attending NEO.  Please register employees as soon as possible, but no later than Noon on the Thursday prior to their Orientation date.  Otherwise, they may have to attend the next available session as seating is limited.

· New employees must attend the session closest to on or after their start date (either on or immediately after starting) but no later than 30 days from the start date or health benefits will be affected.
· Employees going from non-benefit to benefit status should be scheduled to attend the session closest to the date they qualify for benefits (either on or immediately after qualifying), but no later than 30 days from the date they qualified or health benefits will be affected. 
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