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Dear Elgin Community College Employee:

Welcome to your orange file! The purpose of this file is to keep important information
conveniently accessible for you. It is suggested that you place your file where you can
easily get to it if needed. The color of the folder should be helpful in locating it as well.
You may also access this information online at http://elgin.edu/aboutus.aspx?id=1552
under New Hire Informatlon and on eNet at

| x?id=2350& taxonomyid=19158 under Information &
Orlentatlon / Supplemental Orientation Materials.

Periodically, you will receive items in which you will be asked to place in your orange
file after you have read them. Topics covered in these documents may include: the
Sexual Harassment Policy, Campus Safety, Employee Assistance Program Brochure,
and Drug Free Workplace Policy. It is recommended that you not place any other
correspondence in this file, as the purpose is to keep this information easily accessible.

If you have any suggestions or items that you feel would be appropriate for this file,
feel free to contact me by phone at 847-214-7372, in person in B 210 or by email at

Sincerely,

Siireny O

Tammy Few, MBA, SPHR
Managing Director of Human Resources
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