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On Your First Day – Hartford Campus

Welcome to Travelers!

We look forward to working with you!  If you are starting on Tuesday, June 4th, 2019, you will attend Orientation on your first day.  Orientation will have layered start times based on your program.  You are expected to arrive at one of the designated entrances on time.  PLEASE NOTE:  If you are not starting on June 4th, please contact your program staff representative regarding your first day.  

At Orientation the following topics will be discussed:

· Company information and history
· Company intranet (inside)
· Policies
· Building/Campus/Mass Transit information
· Security information
· Business etiquette

	What time should I arrive?	

	
	[bookmark: _GoBack]Orientation for all undergraduate level interns 


	7:45 A.M.
	ITLDP – Information Technology


	8:30 A.M.
	AALDP Interns and Actuarial Interns
BI Shared Services 
FMLDP Interns and Finance Interns 
HRLDP – Human Resources 
PMDP – Product Management 


	9:15 A.M. 
	BIG – Business Intelligence and Geospatial 
BI UPDP 
Bond UPDP 
Risk Control and Fire Investigative Services


	9:30 A.M.
	EDGE Interns
IOLDP – Insurance Operations
 






	Orientation for all graduate level interns 

	9:30 A.M.
	AALDP – Analytics
Claim/Corporate/Bond/Legal





	Which building entrance should I use upon arrival?

	
· Interns in student housing for the summer should arrive at the 57 Prospect Street entrance, you can enter the following address into your GPS: 57 Prospect Street, Hartford, CT 06183

· Interns commuting into work for the summer, please arrive at the 740 Main Street entrance, you can enter the following address into your GPS: 740 Main Street, Hartford, CT 06183

	Where should I park if I drive on my first day?	

	
· If you drive into work on your first day, please use City of Hartford parking options listed on their website




	Mass Transit options: 

	
· If you will use mass transit on your first day of work, please review the CT Transit website for more information 
· We will discuss mass transit options further during orientation 

PLEASE NOTE:  Travelers will provide free bus passes for Hartford interns using mass transit for their daily commute for the months of June and July

Monitor your email for more information and instructions on how to acquire your free bus pass


	What to wear:

	
· Please review the dress code policy link provided in your “Welcome to Travelers” email. On your first day of work we encourage business causal attire as you’ll be creating many first impressions.  


	What to bring:

	
· Bring the appropriate document(s) to verify your identity and eligibility to work in the U.S.
· A list of acceptable documents can be found once you have electronically signed the I-9 form
· Only original documents are accepted, no copies
· If attending orientation, section 2 will be completed at orientation. If not attending orientation, your manager will need to complete section 2 of the electronic form within the first three days of employment
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