Orientation to the Local DFCS Office


	Orientation to the Local DFCS Office

	Purpose
	The purpose of this activity is to familiarize the new employee with DFCS as an agency and their local office.

	Supervisor/

Training Coordinator
	The following are intended to serve as a guide for the supervisor/training coordinator/field practice advisor in orienting the trainee to DFCS and the county office.  County may adjust to meet local procedures.  Counties having local orientation checklist may use them if the county director mandates.

Materials to have available

This section provides:
· a concise list of possible materials needed for orientation
· a programmatic overview is intended to be brief
New Employee Orientation Checklist

· Check items covered with the new employee.
· The person providing the orientation should initial the item covered in the corresponding left column.
· A copy of the completed checklist may be copied and filed in the personnel file as documentation. 
Note:  Local procedures vary and all items may not be covered. 

	Trainee
	Your supervisor/training coordinator will arrange for your New Worker Orientation.

	The trainee has completed the worksheet, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 


	

	Trainee


	Date



	Field Practice Advisor


	Date

	Supervisor/Training Coordinator
	Date




	
	Materials to have available

	1. 
	County Organizational Chart

	2. 
	Personnel

· Flex Benefits

· Loyalty Oath

· Working Test

· Grievance Procedure (to whom to go: Face and Name)

·  Leave

·  FLSA(assign workweek and monitor time sheets and how to fill out sheets)

· Performance Management (PMF GA GAIN)

	3. 
	DFCS Standards

·  Falsification of Records

·  Disaster/Evacuation/ Security Plans

·  Dress

·  Smoking Policy

·  Customer Service Standards

·  Media Relations

·  Confidentiality

·  Open Records/Open Meeting

·  Office Policy and Procedure (requesting supplies, deadlines, mail, pay periods, phone, etc.)

· Travel (policy requirements)

· Security Passwords

	4. 
	Programmatic Overview

· Economic Support

· Child Support

· Social Services

· Training Opportunities and Requirements

	5. 
	Other

· County DFCS Board

· Professional Organizations


	New Employee Orientation Checklist

	Employee: _____________________
Position #: _____________________

Supervisor/Training Coordinator: 
	Job Title: _______________________

Date Employed: _________________

	Human

Resources
	Supervisor/

Training Coordinator
	FPA
	Subject

	
	
	
	A. Overview of Organization

	
	
	
	1. Describe mission/objectives of DFCS (give employee copy of mission statement.)

	
	
	
	2. Explain organizational structure of DFCS-

County level (give employee organizational chart showing lines of supervision/chain of command)

	
	
	
	3. Review employee handbook and give copy to employee

	
	
	
	4. Opportunities for advancement (job announcements)

	
	
	
	5. Protecting Children

	
	
	
	6. TANF & FS history

	
	
	
	7. DHR FACT sheet

	
	
	
	8. Other

	
	
	
	B. Overview of Benefits/Deductions

	
	
	
	1. Salary (including advancements)

	
	
	
	2. Pay periods; first check received

	
	
	
	3. Mandatory deductions (FWT, SWT, FICA, Retirement)



	
	
	
	4. All flexible benefits 



	
	
	
	5. Retirement/GA. Defined Contribution Plan



	
	
	
	6. Credit Union



	
	
	
	7. Holidays (including holiday pay)



	
	
	
	8. Deferred Compensation

	
	
	
	9. Leave procedures and request (annual, sick, personal, LWOP, family, etc.)

	
	
	
	10. Other

	
	
	
	C. Overview of Employment Facts

	
	
	
	1. Fair Labor Standards Act (including overtime, compensatory time and “on call”)

	
	
	
	2. Time records

	
	
	
	3. Flex-time

	
	
	
	4. Work hours and attendance (including lunch, break periods, and study time)

	
	
	
	5. Criminal records check

	
	
	
	6. Drug Free Workplace Policy

	
	
	
	7. Substance Abuse Awareness Statement

	
	
	
	8. Other

	
	
	
	D. Overview of Standards of Conduct

	
	
	
	1. Employee Standards of Conduct – Relationship with staff, clients, public (including gifts and favors)

	
	
	
	2. Professional appearance (including dress code)

	
	
	
	3. Other employment

	
	
	
	4. Smoking policy

	
	
	
	5. Confidentiality (also dealing with the media)

	
	
	
	6. Falsification of Records 

	
	
	
	7. Other

	
	
	
	E. Overview of Standards of Performance

	
	
	
	1. Review job description (give copy to employee)

	
	
	
	2. Performance Management process, forms, and schedule of appraisals

	
	
	
	3. Certification Process

	
	
	
	4. Other

	
	
	
	F. Overview of Travel Regulations

	
	
	
	1. Record keeping (Travel Expense Statement)

	
	
	
	2. Mileage rate, meal allowances and method of reimbursement

	
	
	
	3. Date forms due to supervisor monthly

	
	
	
	4. Advances

	
	
	
	5. Other

	
	
	
	G. Use of State Property

	
	
	
	1. Use of system(cell phones, if applicable)

	
	
	
	2. Long distance calls and itemized billing statement

	
	
	
	3. Use of answering machines

	
	
	
	4. Personal calls

	
	
	
	5. Computers

	
	
	
	6. Other

	
	
	
	H. Overview of Security/Safety

	
	
	
	1. Entry to building

	
	
	
	2. Building security (exits)

	
	
	
	3. Worker/agency security procedure

	
	
	
	4. Natural disaster, including evacuation plan

	
	
	
	5. Weapons policy

	
	
	
	6. Escorting clients to/from lobby

	
	
	
	7. First aid

	
	
	
	8. Field safety

	
	
	
	9. Emergency Shelter Training

	
	
	
	10. Other

	
	
	
	I. Overview of Physical Facility 

	
	
	
	1. Layout of offices (including tour, introductions, chart and employee's office)

	
	
	
	2. Employee/public restrooms, kitchen, water fountains

	
	
	
	3. Mailboxes (and procedures for incoming/outgoing)

	
	
	
	4. Forms and supplies 

	
	
	
	5. Conference room (procedure for use)

	
	
	
	6. Bulletin boards

	
	
	
	7. Copy machine(s) (location and use)

	
	
	
	8. Fax machine (location and use)

	
	
	
	9. Break room (including use and clean up)

	
	
	
	10. Parking

	
	
	
	11. Other

	
	
	
	J. Overview of Office Procedures

	
	
	
	1. Sign-In/Out procedure

	
	
	
	2. General staff meeting

	
	
	
	3. Office Gift/Coffee Funds

	
	
	
	4. Children in office

	
	
	
	5. Map of county/city

	
	
	
	6. Office hours

	
	
	
	7. Other

	
	
	
	K. Video Tapes Viewed

	
	
	
	1. Title VI

	
	
	
	2. HIPPA:  Keeping it Confidential & Confidentially Speaking 

	
	
	
	3. MEPA-IEPA

	
	
	
	4. American Disability Act
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