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Purpose: To describe the process for the onboarding of new ASRC Data Management and ASRC Central Support staff, as well as identify administrative responsibilities for the Office of the Clinical Director.
Point of Contact(s):
Christine Gordon (Data Management Contract, ASRC)
Ph: 240-760-6267
Bldg. 82, Rm. 101

Milena Kirilyuk (Central Support Contract, ASRC)
Ph: 240-760-7952
Bldg: 82, Rm. 101

Allison Wise (Federal, PO/COR)
Ph. 240-781-4017
Bldg. 10, Rm. 3-2571

Jasmine Abdi (Office of the Clinical Director administrative POC)
Ph. 240-858-3046
Bldg. 10, Rm. 3-2571

Alicia Guevara (Office of the Clinical Director Administrative Officer)
Ph. 240-858-3166
Bldg. 31, Rm. 3A19

Onboarding Procedure:
1. A new ASRC employee is identified and a start date determined between the contract and federal POCs.
2. An excel file is provided to the Office of the Clinical Director (OCD) administrative POCs including:
· Employee identification information (included in NED form: x)
· Start date
· Space (typically in bldg. 82)
· Parking needs
· VPN needs (staff member must first complete Remote Access Training)
3. The OCD administrative POC will enter the new employee in NED.
4. The OCD administrative officer will sponsor the new employee in NED.
Equipment and Supply Needs:
· ASRC POC is responsible for ordering equipment and phones.
· OCD administrative staff is responsible for ordering paper, toner and office supplies as needed.
Departure Procedure:
1. The ASRC and/or federal POC provides a date of departure notification to the OCD administrative staff.
2. The NED record is deactivated on the specified date.
3. ASRC POC is responsible for gathering keys, identification badge, parking pass and equipment, as well as submitting equipment to surplus.
4. The staff member’s badge should be returned to the OCD administrative officer for turn-in.



