CCASA New Employee Orientation

Welcome w/ Alexa (1 hour)


Office tour




Introductions to staff




Bathrooms, stairs, fitness center, café 



Phone system, answering protocol, voice mail



Opening/closing the office




Office equipment – basics of how to use (fax, copier, postage meter)


   ____ Kitchen


General information about the area, i.e., restaurants, office depot, post office

Meet with Director of Training & Communications & Executive Director (2 hours)


CCASA mission 
 ____   Description of CCASA (who we are, what we do, how we do it)



History of CCASA



CCASA Board




Staff / board relationship




Board members – roles and bios



CCASA Strategic Plan & Inclusiveness Blueprint


CCASA Organization chart



Job description/scope of work



What to expect as a new employee


Employee policies & procedures



Funding/budget



Salary & pay periods
____    Holidays/time off



Staff evaluations



Staff meeting time & structure



Office culture, cleaning


Payroll, timesheets, W-4, I-9, direct deposit


Expense & mileage reimbursement request forms & procedure


Keys

Meet with Director of Training & Communications (2 hours)
____ CCASA’s outreach strategies & methods

____ Specific scope of work & duties


Committees


Meetings to attend with staff

____ General CCASA approach to SA (publications to familiarize yourself with)

____ CCASA fundraising overview

____ Self-care

____ CCASA volunteers/interns

____ Taking crisis calls


Professional development opportunities

____ Shared drive & email

____ Office software (Giftworks, etc.)


Office equipment – how to operate it, and solve common problems


How to order supplies

____ Business Cards

All Staff  (during next scheduled staff meeting)

Culture and climate




Office culture




Non-profit environment




Philosophy of victim advocacy




Ethical communication




Confidentiality




Conflict resolution

____ CCASA’s collaborative partner agencies

Individual Meetings with Staff Members (1 hour each)


 Karen Moldovan, Director of Advocacy & Policy

 Erin Jemison, Executive Director
New Employee Packet


Job description


Exit documentation


CCASA Strategic Plan


Employee policies & procedures


CCASA Organization chart


Staff contact list


 Password list
Other

Bring photo and bio for website
Office decoration

S:\In-House Forms\New Employee Orientation.doc

