



New Staff Orientation Checklist

This list provides an outline in welcoming and orienting new staff to ______YOUR AGENCY__.  The orientation period is your greatest opportunity to win the staff member’s loyalty, stimulate interest, and develop satisfactory work habits.

1. Get ready to receive the new employee.

· Have an updated job description or list of responsibilities.

· Have working area, tools, equipment, and supplies ready.

· Set up email accounts.

· Arrange for a peer or buddy to assist staff member.

· Add staff member’s biographical information to web page.

· Arrange for keys if applicable

2. Welcome new staff member.

· Provide opportunities for new employee to meet others.

· Make plans for someone to accompany the new staff member to lunch.

· Give a tour of the facility including rest rooms, meeting rooms, break room, workroom, mail pick-up, vending machines, elevator, stairs, etc.

· Arrange 1:1 meetings with key contacts in other departments.

3. Explain the work of the department.

· Describe the function of the unit and how it relates to other units.
· Provide descriptions of the other positions in the department and how they relate to the position the new employee holds.

· Provide staff meeting schedule.

· Provide information about how the new staff member will be orientated and by whom.

· Target training needs and arrange for training.

4. Departmental guidelines and procedures

· To whom the position reports.

· Hours of work
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4. Departmental guidelines and procedures (continued).

· Lunch and break periods.

· Clothing requirements.

· Safety plan, provide booklet and discuss evacuation plan, fire.
· Any special guidelines regarding food and beverages at the work site.

· Phone system, email system, and calendar.

· Guidelines for making personal and long distance phone calls.

· How to order office supplies.

5. Pay procedures, vacation and sick leave guidelines

· Expectations regarding attendance and how to report absences.

· Procedures for flexible work arrangements

· Whether overtime is required and how it is managed.

· When the staff member is eligible to use vacation and sick leave.

· How to complete monthly absence reports and departmental procedures for processing these reports.

· Unpaid leave polices.

· How jury duty, bereavement, emergency sick leave, FMLA, and military paid leave are administered.
· Break times, if applicable.
Staff member will be invited to attend a Benefits and general HR orientation.  Staff member will receive a policy and procedure manual detailing items above.

6. Clinical procedures

· Reviewed and signed Ethics code.

· How to handle intoxicated clients.

· How to deal with lethality.

· Who to call (list) when my supervisor is not available

· Handling toxicology/urinalysis testing materials

· State regulations – review agency procedures

· Assessment and admission process

· Scheduling clients for individual sessions, groups, physician, psychiatrist, vocational and other services

· Reporting to referral sources – documents and procedures

· Supervision and evaluation schedule and procedures

· Clinical continuing education expectation and support
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