MCADSV Employee Orientation: 

Daily Activities
Employee Name: ____________________________  
Position: ____________________
Date Start: ___________________    

   
Date End:  ___________________

Employee Signature at Completion: _______________________________

Supervisor Signature at Completion: _______________________________

Staff will check box as completed, recording date and staff who conducted orientation on the specific topic.

Personnel Handbook 

· _____Review Handbook and Signature Sheets

· _____Employee Benefits 

· _____Completion of required pre-employment forms: I-9, W-2, insurance application

· ____ Faxed to MO DOR

Record Keeping 

· Calendar Styles: Individual – Order: Source, Time, Topic (3 yr check & balance), print 7-day week horizontal
· _____Timesheets: How, where found, who submitted to

· ____ Time Sheet (created and provided)
· ____ Activity Reports: Format, where filed, how often, who submitted to

· ____ TA: Where filed, when completed, who submitted to, why returned   and monthly survey 

· ____ Calendar: Global 
· ____ Emergency Contact List

· ____ Personnel Records: Where kept and by whom

· ____ Insurance Records: Where kept and by whom
· ____ W-4 Form

· ____ State Withholding

· ____ I-9 Form

· ____ Direct Deposit Form

· ____ Health Insurance

· ____ Life and Disability Insurance

· ____ 403b
· ____  Flexible Spending Accounts

· ____ Credit Card  Application / Expense Reporting
· ____ Mileage / Reimbursement Form Reporting

· ____ Mail routing slip

· ____ Tax Exemption Certificate
· ____Evaluation Form / Job Description
Staff Roles and Responsibilities

· _____Supervisory roles

· _____Primary expertise of staff 

· _____Review of organization-wide projects

Equipment: Includes operations and maintenance 

· _____Copier

· _____Printers and their designated users

· _____Fax 

· _____Postage meter – operation and record keeping

· _____Coffee makers

· _____Training supplies

· _____Lights: which ones stay on and which ones off at closing

· _____Alarm 

· _____Supply Closet: Including re-supply ordering

· _____Fire suppression equipment, first aid kit, and emergency routes map

Communications
· _____Phones: How to transfer, hold, voice mail, etc.  
· Calls from Women in Prison
· _____Mailings: Outgoing

· _____Mailing Routing: Internal

· _____Proofreading/Editing 

· _____eyes on paper memo

· _____editing checklist

· _____Listserv 

· _____Listserv policy memo

· _____Archiving: Who does, where kept

· _____E-mail account / Outlook

· _____Remote access 

· _____Computer filing system 

· _____Passwords

· _____Structure used when creating a password

· _____Who has access 

Membership: Dues and Structure

· _____Where applications filed

· _____What use for

· _____Dues structure

· _____Internal routing process of application 

Membership: Regional Designations & Monthly Service Reports
· _____Purpose

· _____How 

· _____Where to find

· _____MSRs – how to and why

Board and Membership Committee
· _____Meetings

· _____Workgroups: their goals, their current work, progress, and staff roles 

· ____ Quality Assurance
· ____ Bylaws

· ____ Board Development

· ____

Fiscal
· Grants / billing

· STOP

· SSVF

· VOCA

· DOJ

· FED

· MFH

· DSS

· TTAC

· Anonymous

· Membership Dues 

· _____Grants and Fiscal Processes

· _____Grant billing process

· _____Grant writing process

· Documentation of Our Work

· Coalition Manager

· “Style” of Our Work

· One task multiple purposes

· Things change

· Humor

Resources

· _____Publications: Who gets, charges, who mails, how recorded

· _____Lending Library: Who gets, charges, who mails, how recorded

· _____View ResourceMate tutorial video

· _____Survey Monkey
Miscellaneous Specific to This Position:
· __________________________________________

· __________________________________________

· __________________________________________

New Employee Development Plan – The new employee and supervisor will discuss and jointly decide what type of training, site visits or activities will enhance their staff development.

Plan: 
_______________________________________ _______________________________________
_______________________________________ _______________________________________
_______________________________________ _______________________________________
_______________________________________ _______________________________________
 Timeline: 
_______________________________________ _______________________________________
_______________________________________ _______________________________________
Reading Assignments:

· Funding Source Flowchart

· A Framework for Understanding: The Nature and Dynamics of Domestic Violence

· A Framework for Understanding: The Nature and Dynamics of Sexual Violence
· How the Earth Didn’t Fly Into the Sun

· Thoughtful Documentation
· And Justice For All
· Bylaws

· The Basics: Prevention

· Standards

· DV

· SV

· BIP

Names / Departments you will come to know:
· DPS

· DHSS 

· OSCA

· MOPS
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