NEW EMPLOYEE ORIENTATION 

Orientation of: ____________________________________________________



          (New Employee Name)

Date of Orientation: ________________________________











       








 
Completed

Introduce the New Employee to the Organization:

________

· Mission and Values of organization
· What the organization does
· History and purpose of national, state and local CASA organizations
· Core Model Documents

· National CASA Branding Guide 

· Information about pertinent laws, regulations and policies pertaining to CASA and federal, state and local child protection regulations.

· Demographics of community and children served
New Employee Duties: (See Job Descriptions)


________

· Volunteer Coordinator 
___

· Executive Director 

___

· Office Assistant  

___

· Development Coordinator 
___

Give Tour of the Organization:




_________

· Administrator’s office, other offices

· Introduce to other staff, volunteers, Board Members etc.

· Explain lines of accountability and authority within program

· Tour of Courts and explain relationship to court
· Introduce to Judges, clerks and BCCS 
New Employee Information:




_________
· Give New Employee copy of Personnel Policy 
· Collect signed acknowledgement of receipt of Personnel Policies 

· Go over Personnel Policy with New Employee (include confidentiality laws, and sexual harassment and non-discrimination policies)
· Confidentiality Policy
· Collect signed confidentiality policy

· Conflict of Interest Policy 

· Collect signed conflict of interest policy

· Background check completed 

· Electronic and Social Media Policy
· Collect signed electronic and social media policy 
Be sure to collect the following information is in the 

New Employee Personnel File




__________

· Application  




____

· Resume




____

· 3 Reference Checks



____

· Background Checks:



Criminal



____



Sex offender registry


____



SSN Verification 


____

· BMV Check




____

· Copy of Driver’s License and insurance
____ 

· Interview Form



____

· Payroll Card / W2s



____

· Signed copy of Personnel Manual   

____
I have received and understand the documents that have been presented to me.

_____________________________________

_______________________

Employee Signature 




Date 

_____________________________________

_______________________

_________, Executive Director



Date 

