I want to extend a welcome to you and provide you with some information to assist in preparing you for your first day at MCADSV.  At any point you are welcome to ask me, or others, questions.  Below are some common questions you might want answers to before walking in the door at the Coalition.   
 

Q:  Will there be an orientation?
A:  Yes.  We will review the personnel handbook with you (always an exciting time), have you complete any required forms, and assist you with getting settled into your workspace. Our orientation process is quite thorough and covers everything from history and philosophies of the organization to knowing where the breaker boxes are throughout the building and everything in between.
 

Q:  So what will my workspace be like?
A:  You will have your own furnished office. Each office has its own window and a door.  It will have a desk, a bookcase, office chair and a computer networked to the server and printers throughout the building.  There will be a phone in your office area desk.  Bring what you like to settle in and make the office your own.
 

Q:  Will I have an e-mail account?
A:  Yes.  You will be assigned a username, password and e-mail account that will be activated during your work with MCADSV.  You will be assigned to various MCADSV listservs in order to keep you apprised of the work of the entire organization.
 

Q:  What should I wear?
A:   The attire at the Coalition is business casual, unless you are attending meetings, trainings or working in the Capitol.  Then the attire is more business dress. Jeans on Fridays and on some days when we are pretty sure no one will be coming to the offices jeans and a nice shirt are acceptable.
 

Q:  If I am there over the lunch hour what is the normal protocol for lunch?
A:  Staff regularly brings their lunch and eats together.  Often times these are working lunches. You don’t have to stay and eat with your colleagues but if you do you can either bring a lunch or run out and get something. We have a kitchen and two refrigerators and a few microwaves to prep your meals. On your first day we will likely have a potluck in your honor.
 

Q:  What are the business hours of MCADSV and how will I get in to the building?
A:   The stated business hours are 8:30 to 4:30, Monday through Friday.  Your specific hours and schedule should be discussed with your staff contact.  
 

You will be assigned a fob to gain entry to the doors of the building.  
 

Q:  Where should I park?
A:  You may park in front of the MCADSV offices in the spaces available.  If there are not enough spaces in front of the building you may use spaces around the buildings perimeter. 
 
Q:  Do I need to bring anything with me?
A:  Please bring a copy of your driver’s license, proof of vehicle insurance, and any other identification that verifies that you are eligible to work in the state of Missouri.  Generally, folks bring a social security card but that can be up to you if you have other identification.  I have a list that is approved through the U.S. Department of Homeland Security if you want other options.
