New Staff Orientation Checklist

KCSDV Structure (provided by Supervisor)
· Executive Director, Joyce Grover
· Development Director, Becky Price

· Appropriations Lobbyist, Dodie Wellshear (contracted)
· Director of Finance & Administration, Open
· Accounting Manager, Viola Straley

· Administrative Assistants/Receptionists, Marlene Bartley and Pat Clark 
· Director of Advocacy, Education, and Rural Projects, Kathy Ray
· Rural Outreach Projects Manager/SILA, Jessica Vanderweide 
· Rural Sexual Assault Coordinator, Jessica Haymaker 
· Rural Collaboration Coordinator, Laura Jones
· Statewide SANE/SART Coordinator, Open
· Statewide Training Projects Coordinator & Trainer, Sarah Hachmeister
· Trainer & Training Coordinator, Kristina Scott

· Publications & Web Specialist, Melissa Rogers

· Director of Legal & Policy, Sara Rust-Martin

· Accreditation Coordinator, Erin Hankins
· Criminal Justice Projects Coordinator, Shirley Fessler

· LAV Project Attorney, Sara Zafar
· Protection Order Project Attorney, Stephine Bowman

· Immigration Project Attorney, Carly McPeak
· Staff Attorney/CJ Curricula Coordinator, Jessica Burger
KCSDV History/Structure (provided by Supervisor)
· Separate coalitions merged to dual coalition

· What does “dual” mean?  History & politics of VAW and SA/DV divisions

· KCSDV structure & relationships with programs/staff

· Program list & information about programs (review when time allows)

· KCSDV Board structure

· Political nature of VAW work

· The importance of coordinating with others
· MAPS booklet (if available)

KCSDV Projects and other work (provided by Supervisor)
· Capacity Building with Programs

· Technical assistance

· Training

· Program Support and Development
· Legal

· Collaboration/LAV

· Immigration/LAV

· Protection Orders/S.T.O.P.

· Legal Technical Assistance

· Economic Justice

· The economic impact of DV/SA on victims/communities 

· Generalized Anti-poverty work, including; affordable housing, living wage, access to affordable child care 

· Financial literacy for advocates and survivors
· Training projects
· DVAC/SAAC

· Skill enhancement training
· Ally trainings

· SANE/SART

· Legislative/Public Policy

· Monitoring federal and state legislation

· Working on Regulations and Rules
· Analyzing legislative proposals at state level

· Underserved Communities

· Foreign-born & Women of Color focus

· Broader look at “underserved” communities

· Media & Communications

Internal Stuff (provided by supervisor)
· All staff meetings….second Tuesday 10-2
· TA Roundtable….Friday mornings, 9-10

· What is TA?

· Celebration Breakfast….first Friday of each month, 8:30-9

· Good Times Friday … last Friday of each month, 4-5
· Division Director meeting….every Monday morning 9-11
· How to keep records for grant reports/tracking your work

· Ethical communication and confidentiality

· Discuss commonly used forms (purchase orders; TES; staff development; expense reports, etc.)
· The Value of the Company Folder and how to find it

· Personnel list

· Phone extension list

· Staff bios

· Routing slips

· Using the staff calendar on Outlook

· Setting your work schedule; office hours

· Staff training—deciding how this will happen

Other Items to be covered  (to be assigned to others)
· Office Maintenance

· Weekly Janitorial Service

· Common Areas

· Monthly Group Cleaning Schedule (complete list in Staff Folder/Office Cleaning & Maintenance)
· Kitchen – Surfaces & Appliances
· Refrigerator use and clean up 
· Dehumidifiers

· Training Center Surfaces
· Individual Responsibilities 
· Housekeeping & vacuuming offices  
· Mailboxes (admin team)
· Postage—personal and business use (admin team)
· General tour of resource room, including paper supplies, paper cutter, etc. (admin team)
· Copiers—use and location (admin team)
· FAX machine—use and location (admin team)
· Office supplies, including letterhead and ordering process (admin team)
· Training supplies, training cabinet and training food (training team)
· Conference rooms—location, use and scheduling (admin team)
· Audio visual equipment orientation—television, DVD, projectors, laptops, including check out procedure (training team)
· Business cards, name tag, door plate (admin team)
· Computer orientation (admin team)
· Brochures—where are they, on-line, hard copy, distribution (team member)
· Website tour (Publications & Web Specialist)
· LEP Plan 
· Parking (admin team)
· Water bottle (admin team)

· Recycling (admin team)

· Make sure back door closes (team member)

· Smoking area (another smoker)

· Checking with others before closing building & setting alarm (admin team)
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