Orientation

Purpose:
The intent of the following policy is to ensure that new employees are properly oriented to CDS and the specific requirements of their job.

Policy:
All new employees, student practicum, and interns shall be oriented to CDS regarding their status, CDS expectations, philosophy, safety practices, policies and procedures, corporate opportunities, responsibilities and specific job duties.
Procedure and/or Process:

Prior to beginning the new hire orientation the Human Resource Manager , or designee is responsible for the Final Screening Documents: Background Screening Result page (printed from the Clearinghouse website) confirming “Eligible” status; Criminal History Acknowledgment and Prison Rape Elimination Act (PREA) Compliance Form Completion of Request for Live Scan Background Screening is submitted. 
Phase I

The Human Resources Manager is responsible for covering the following areas in Phase I of Orientation:

· Review and process with the new employee using the New Hire Orientation and Benefits Training Acknowledgement Forms to include:  

· Personnel Action Form

· Job Description: sign & provide copy to New Hire

· Collection of references (3 personal, 2 employment) completed previously by individual's supervisor
· Proof of credentials:  collect from New Hire and verify  from primary source 

· Work Site Staff Emergency Contact Information-CDS (HR Manager  to forward completed form to New Hire Director/Supervisor)

· Government Forms

· Fl New Hire Reporting Form 

· W-4 Form

· I-9 Form ( In processing the I-9 Form, the Human Resource Manager will review two original forms of identification as described on the I-9 Employee Eligibility Verification Form. Once the Form is completed by the HR Manager and the new employee, the HR Manager will file the form in the CDS Personnel I-9 Binder. In cases where the new employee can not present valid original identification within 3 working days, the employee will be considered ineligible for employment.)
· Acknowledgement Forms: sign & provide copy to New Hire
· Employee Handbook & NASW Code of Ethics, which include Standards of Professional Conduct & Prevention of Workplace Violence
· Responsibility to Report Child, Adult, Developmental Disabilities, Mentally Ill Abuse and Neglect, Title V of ADA and Incident Reporting
· DCF Attestation to the requirements of Section 504 of the Rehabilitation Action Act, Fact Sheet Title II of the ADA, Auxiliary Aids Policy and Plan for Participants or Companions or Potential Participants or Companions with Disabilities, and the Roles and Responsibilities of the Single Point Of Contact and the DCF ADA/504 Coordinator.  

· Confidentiality – CDS Employee Form

· HIPAA Training:  provide website address and instructions
· Personnel Responsibilities in the Use of Information Technology Resources
· Data Security on Mobile Devices - DCF
· Bloodborne Pathogen Exposure Control Program

· Drug Free Workplace Program

· Pre-Employment Drug Testing

· Drug Free Workplace -Urinalysis Screen

· Auto Insurance/Driver's License

· Request for Transcript

· Explain Benefits ( MACROBUTTON CheckIt ( FT;  MACROBUTTON CheckIt ( PT)

· Retirement Plan Summary Plan Description

· Reminder Slip

· Workman’s Comp Procedures

· Musculoskeletal Disorders

· Hepatitis B

· New Hire Orientation and Benefits Training

· The Human Resources Manager is responsible for providing explanations and copies for New Hire to take home issues related to Business Administration:

· CDS Annual Report

· CDS Mission Statement

· CDS Organizational Chart

· CDS Staff Directory

· CDS Schedule of Pay Days

· Corporate Compliance Letter
· Issue/Problem Identification Form
· Infection Control Policy

· CDS Training Policy
· CDS Rights of Participants
· Complaint/Grievance Process for Participants
· Cultural Competency/Cultural Diversity
· Equal Employment Opportunity/Affirmative Action Policy Statement
· Equal Employment Opportunity for Individuals with Disabilities and Protected Veterans
· Invitation to Self-Identify for Protected Veterans
· Invitation to Self-Identify for Individuals with Disabilities
· Harassment Prevention & Prohibition Against Retaliation
· Person & Family Centered Planning
· Notification of COBRA Continuation Rights
· Directions to LabCorp
· The Human Resource Manager  provides a review and explanation of benefits: Cafeteria Plan Benefits and the concept of pre-taxing: 

· Annual Benefit Enrollment Form and Guide

· Health Plan

· Life Insurance

· Long Term Disability

· Cancer and intensive care expense protection

· Dental care

· Retirement Plan and IRA rules and regulations

· Short-term disability

· Spending accounts for child care

· Spending accounts for medical care

· Supplemental life

· The Human Resources  Manager  will provide the following video training:
· Appropriate Use of Universal Precautions/Bloodborne Pathogens/HIV/Occupational Exposure

· Employee Awareness/Sexual Harassment

· Title VI Civil Rights Training

· Warning Signs:  How to Help Someone Who is Suicidal
Phase II

· The Program Director/Supervisor within the program manages this final phase of Orientation where the new individual will function.  It shall include but not be limited to an introduction to peers and co-workers, a complete tour of the site emphasizing safety features and practices, review of the program polices and procedures manual, agency mission, agency and program goals and objectives, history, organizational structure, program services and onsite protocols and operating procedures.  Additional requirements are outlined in the individual and /or program training plans as applicable.
· Employees hired to work in CINS/FINS services are required to participate in training outlined in their position specific training plan. All new CINS/FINS employees shall receive a minimum of 80 hours of training in their first year and 40 hours each year thereafter. 
· On or about the date of hire the Program Director or designee will provide each new CINS/FINS employee with the appropriate position specific annual training plan.  This form shall be reviewed and completed annually thereafter with the employee and their supervisor.  
· New hires employed within the SAMH funding source will also receive the following:

· 2 Hours of Aggression Control Technique: Self Protection Through Awareness, Avoidance, and De-Escalation

· The Date and Time of the next 2 hour HIV/AIDS Training.

· All SAMH employees are required to complete a minimum of 20 training hours annually as outlined on the annual training plan. 
· Occasionally the training plan will be adjusted based on the availability of specialized training or other training mandates.
· SAMH employees will comply with the training requirements outlined in 65D-30 relevant to their position.
· Upon completion all forms should be placed in the employee’s training file.
(See Training Policy for associated information.)
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