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ORIENTATION

I.
PURPOSE:

To provide a thorough and consistent orientation process for all new Department employees or Department employees assuming supervisory roles.

II.
SCOPE:

Department wide.

III.
ORIENTATION FOR NEW EMPLOYEES:

A.
Required Paperwork:

On the first day of employment, or as soon as possible thereafter, the new employee should complete all required personnel and payroll forms. Forms are to be completed in the Office of Human Resources (OHR) if the employee is located in Jefferson City. The supervisor or co-worker will normally accompany the employee to the OHR. Forms are to be completed in the district or regional office when employees are located in those offices. The forms are to be forwarded to the OHR.

B.
Orientation by Supervisor:

The immediate supervisor is responsible for the following activities within the first week of employment (the items listed are basic information which should be provided at the beginning of employment and not intended as a complete list of supervisory responsibilities):

1. Introducing the new employee to others within the unit and providing information about office facilities, parking areas, and emergency procedures for fire and tornado.

2. Informing the employee about office hours, breaks, appropriate work attire, requesting and reporting time off from duty, completing leave request entries in the Department Electronic Leave and Time Accounting (DELTA) system, overtime provisions, etc.
3. Instructing the employee about DELTA and proper time accounting procedures, (See Administrative Policy 15.5, Time Accounting).  Should the employee not be able to access DELTA during the initial pay period, then instruction on completing a paper timesheet would be necessary.
4. Instructing employee in use of computer, office equipment,  and supplies.

5. Providing the employee instructions on the work to be performed, including performance objectives, and explanation of the probationary period.

6. Instructing employee on expenses for travel and preparing expense account forms, use of Department vehicles and related policies, as appropriate.
7. Instructing employee on confidentiality of information policy.

8. Ensuring that employee is informed of and understands all other policies and procedures applicable during the probationary period and how to access  the Department Administrative Manual.

9. Describing to the employee the department and division/unit goals, primary program activities, and district/regional relationships, if applicable.

10. Reviewing applicable on-line training requirements and ensuring that required training is completed. Training tracking system may be delayed until the employee is in DELTA.
11. Instructing employee about Continuity of Operations (COOP) . This includes directing the employee to the Skills Assessment Survey located on the DHSS Intranet under the Employee Information icon.
Some divisions and units have developed additional lists for orienting new employees.

C.
Information on State employee benefits for new employees is available on-line.

New Employee Orientation Training:

New employee orientation training will be coordinated by the OHR, and is held in Jefferson City. This training is open to all Department employees. Based upon the number of staff hired, New Employee Orientation training will be scheduled so new employees can attend within three (3) months of being hired.

New employee orientation will include information on the following:

1. Department of Health and Senior Services (DHSS) overview (including organizational structure and function);

2. DHSS policies and processes;

3. Components of DHSS’ Performance Management practices.
4. Health Insurance Portability and Accountability Act (HIPAA);

5. Civil Rights and Prevention of Sexual Harassment; and 

6. Union information, as appropriate
IV.
NEW SUPERVISOR ORIENTATION:

It is the responsibility of supervisors of employees who are promoted or appointed into a supervisory position to provide a supervisory orientation within the first week on the job. This will ensure that, as a Department supervisor, the employee has the basic tools to function as an effective supervisor. This orientation should include, but is not limited to, the following:

A.
The role and responsibilities of supervisors includes complying with, and assuring that employees comply with, all policies including those that pertain to:

1.
Confidentiality;

2.
Sexual harassment;

3.
Workplace conduct;

4.
Continuity of Operations (COOP); 

5.
Employee Assistance Program (EAP); and

6.
Leave and time accounting.

B.
Managers will assure that new supervisors understand: 

1.
Expectations on work ethics, maintenance of a productive, respectful, and safe work environment, Department values;

2.
Importance of the Department’s customer service focus;

3.
Appropriate interactions with subordinates (see Administrative Manual Policy 11.11 Conflict of Interest and 15.3, Workforce Rules and Expectations); 

4. Importance of attending management training courses (see Administrative Manual Policy 9.2, Training Requirements and Records); and

5. Importance and process for Performance Appraisals (see Administrative Manual Policy 10.2, Performance Appraisals).

C.
Supervisors will be provided access to:

1.
The Administrative Manual;

2.
A copy of the Department organizational chart and unit chart, chain of command;

3.
Subordinates’ job descriptions and class specs;

4. Subordinates’ performance objectives;

5. Unit's personnel files; 

6. Unit’s COOP plan;

7. Procedures for approving leave, compensatory time, overtime, and expense accounts; and

8. Procedures for purchasing, as appropriate.

For any employee new to the position, the performance objectives are to be presented to the employee for signature and discussed. The original signed objectives are kept in the unit files. 
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