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Division of Community and Public Health

Section for Special Health Services

New Employee Orientation Checklist

Employee Name:

Supervisor Name:

Title: DOB: Location Start Date:
PRE-EMPLOYMENT CHECKLIST (IF APPLICABLE)
DUE COMPLETED | COMPUTER ACCESS REQUEST FORMS RESPONSIBILITY
ASAP e SHCN Staff/Contractor Information Form — New Employee CO AOSA
ASAP e SHCN Staff/Contractor Information Form — Deleted Access CO AOSA
ASAP e SHCN Staff/Contractor Information Form — Additional Access CO AOSA
ASAP e SHCN Staff/Contractor Information Form — Change CO AOSA
ASAP e Complete MMIS Online Security Access Request CO AOSA
ASAP e Complete SAM Il Financial form CO AOSA
ASAP e eMOMED Access (if applicable) CO AOSA
ASAP e Cyber Access (if applicable) CO AOSA
DUE COMPLETED | SHCN PERSONNEL RESPONSIBILITY
ASAP e Resume (SHCN file) CO AOSA
ASAP e Confirmation of Acceptance (SHCN file) CO AOSA
Prior to o Make appointment with the Office of Personnel - complete employment, CO AOSA/RO AOSA
Start Date insurance forms, etc.
ASAP e Send email to announce new employee’s name and job location. Supervisor/Chief
ASAP e Update Division/Section/SHCN | Drive listings CO AOSA
ASAP o Order nameplate from General Services CO AOSA/RO AOSA
ASAP e Position Description (Original for Position) Supervisor
ASAP o PERforM Objectives Supervisor
ASAP o |dentify Support Staff for Program Staff Supervisor/designee
DUE COMPLETED | WORK SPACE (OFFICE OR CUBICLE): RESPONSIBILITY
ASAP e Computer Inventory # CO AOSA
ASAP e Telephone CO AOSA/RO AOSA
ASAP 0 Telephone connection and number CO AOSA/RO AOSA
ASAP 0 Voice malil CO AOSA/RO AOSA
ASAP 0 Speaker Phone CO AOSA/RO AOSA
ASAP e File Cabinet AOQSA/Supervisor
ASAP e Chair AOQSA/Supervisor
ASAP e Desk (office only) AOQSA/Supervisor
ASAP o Bookshelf (optional) AOSA/Supervisor
ASAP o Office supplies (stapler, tape dispenser, pens, paper, etc.) SOSA/AOSA
EMPLOYMENT CHECKLIST (IF APPLICABLE)
DUE COMPLETED | OFFICE OF HUMAN RESOURCES (HR): RESPONSIBILITY
1t Day o Obtain identification badge Office of Human Resources
1stDay e Complete new employee paperwork Office of Human Resources
15t Day e Complete benefits forms Office of Human Resources
15t Day o Confidentiality Statement Office of Human Resources
ASAP e Complete Vendor Input Form and input in SAM Il Financial System Office of Human Resources
1t Day e Overtime Advisement and Acknowledgement (Original in SHCN file) Supervisor/AOSA
ASAP e Key Human Resources Contact Staff CO AOSA/RO AOSA
DUE COMPLETED | BUILDING LAYOUT: RESPONSIBILITY
1st Day e Break Room, Refrigerator, Microwave, Vending Machines, Cafeteria, Coffee, Supervisor/ designee
etc
15t Day o Bulletin board(s) use Supervisor/ designee
15t Day e Conference Rooms Supervisor/ designee
1t Day e DHSS Locations: 912, 920, 930, Knipp, Regional Offices. Supervisor/ designee
1stDay e Division/Section/SHCN layout Supervisor/ designee
1st Day e Mail procedures (incoming/outgoing) Supervisor/ designee
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1st Day e Printer(s)/Fax Machine/Copier(s) Supervisor/ designee
15 Day e Restroom location Supervisor/ designee
1st Day e Smoking area (If Applicable) Supervisor/ designee
15t Day e Supply/Form storage location Supervisor/ designee
15 Day e Recycling location(s) Supervisor/designee
DUE COMPLETED | SAFETY/EMERGENCY PROCEDURES & MAPS: RESPONSIBILITY
1+ Day e Fire procedures, escape routes, location of extinguishers Supervisor/ designee
1 Day o Notification procedure - hazards, injuries (Workers Compensation Procedure) | Supervisor/ designee
15t Day e Tornado procedures, where to go Supervisor/ designee
1st Day e Inform Staff about Call List for Department/Division/Section/Regional/Building Supervisor/ designee
DUE COMPLETED | MISCELLANEOUS ITEMS: RESPONSIBILITY
1st Week o Where to obtain information on benefits questions CO AOSA/RO AOSA
1st Week e Pay dates (i.e., relation to hire, during the month, pay day on a weekend...) Supervisor/ designee
1st Week o Official State Holidays Supervisor/ designee
1st Week e Telephone policy/procedures Supervisor/ designee
1st Week e Telephone features (forwarding, transfers, voice mail [if applicable] etc.) CO AOSA/RO AOSA
1st Week e Telephone directories and listings CO AOSA/RO AOSA
15t Week e Training Opportunities CO AOSA/RO AOSA
1st Week e Calling cards (if applicable) CO AOSA/RO AOSA
1st Week e Corporate Visa Card (if applicable) Supervisor/designee
15t Week e Business Cards (if applicable) CO AOSA/RO AOSA
1st Week e OTHER: i.e., Social Fund (if applicable), etc. CO SOSA
1st Week e Division Ref. Manual (located at I:/CPHDivision/DCPHL. Division Directors Office/Reference CO AOSA/RO AOSA

Manual)
1st Week o List of commonly used acronyms (located in Division reference manual) CO AOSA/RO AOSA
2nd Week e Register Central Office employees in the CARS system CO AOSA
DUE COMPLETED | DEPARTMENT/DIVISION/SHCN INFORMATION: RESPONSIBILITY
1st Week o Department/Division/Section/SHCN organization charts Training Coordinator
1st Week e SHCN Operational Plan Training Coordinator
1st Week e SHCN Mission Training Coordinator
1st Week e SHCN Vision Training Coordinator
DUE COMPLETED | ADMINISTRATIVE POLICIES AND PROCEDURES & TRAININGS: RESPONSIBILITY
1¢t Day ¢ Code of Conduct — Confidentiality, Section 11.6 (receive & sign this policy) Supervisor/ designee
1st Week e *Continuity of Operations Training Supervisor/ designee
1st Week e *DELTA Training for Employees Supervisor/ designee
ASAP o *DHSS New Employee Orientation (Mandatory) Supervisor/ designee
1st Week o Employee Assistance Program (EAP), Chapter 14, Section 14.1 Supervisor/ designee
1st Week e Employee Reimbursement Request for allowed expenses Supervisor/ designee
1st Week e Expense Reports, Chapter 1, Section 3 — Financial Policy Supervisor/ designee
1st Week e Information Technology Use Policy — Guidelines & Procedure, Chapter 24, Section 24.5 | Supervisor/ designee
1st Week e Leave policies, Chapter 8 Supervisor/ designee
1st Week e Membership in Associations, Chapter 17, Section 17.2 Supervisor/ designee
1st Week e Meetings (posting, Sunshine Law), Chapter 30, Section 30.14 Supervisor/ designee
1st Week ¢ Provide employee with PERforM Guidelines (receive copy) Supervisor/ designee
1st Week e Overtime policies, Chapter 7, Section 7.3 & 7.3A (receive & sign) Supervisor/ designee
1t Week 0 How to request and report leave/overtime Supervisor/ designee
1st Week 0 Calling in procedure when sick/late/change in calendar Supervisor/ designee
1st Week e Outside Employment, Chapter 11, Section 11.7, 11.7A & 11.7C Supervisor/ designee
1st Week e *Sexual Harassment, Chapter 12, Section 12.3 & Sexual Harassment Supervisor/ designee

Training
DUE COMPLETED | ADMINISTRATIVE POLICIES AND PROCEDURES & TRAININGS (CONT.): RESPONSIBILITY

¢ Rules of Personal Conduct & Responsibility, Chapter 11, Section 11.1 - 11.28 Supervisor/ designee

1st Week o0 Code of Conduct — Confidentiality, Section 11.6 (receive & sign this policy)

0 Smoking and Tobacco Use, Section 11.10
ASAP e *Workplace/Skills Assessment Survey - Supervisor/ designee

http://dhssnet/PublicNotices/employinfo.html
1st Week e *Time Coding Training - www.health.mo.gov/Time_Coding Supervisor/ designee
1st Week e Travel Policies, In & Out state Supervisor/ designee
1st Week e Department/Bureau COOP Plan Supervisor/ designee
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http://www.dhss.mo.gov/COOP/
http://www.dhss.mo.gov/DELTA/TrumanTime.htm
http://www.dhss.mo.gov/SexualHarassmentTraining/
http://www.dhss.mo.gov/SexualHarassmentTraining/
http://dhssnet/PublicNotices/employinfo.html
http://www.health.mo.gov/Time_Coding
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2nd Week e Workplace Protection and Conduct Section, 11.16 (receive a copy) Supervisor/ designee
1st Week e  Work Release Personnel, Chapter 15, Section 15.1 Supervisor/ designee
2nd Week e Annual Policy Review Checklist, Chapter 18, Section 18.3A Supervisor/ designee
*Link for all training can be found at http://dhssnet/Training/index.html

DUE COMPLETED | BASIC COMPUTER FUNCTION: RESPONSIBILITY

1st Month e Password: (i.e., Screen Saver, Windows, Outlook, MOHSAIC, etc.) Training Coordinator
1st Month e DHSS/CPH/SHCN Websites; Internet; Intranet Training Coordinator
1st Month e MOHSAIC Service Coordination Training Coordinator
1st Month e eMOMED Training Training Coordinator
15t Month e Cyber Access Training Training Coordinator
1st Month e DCPH Reference Manual Supervisor/ designee
1st Month e DHSS Administrative Manual Supervisor/ designee
15t Month e Drive(s) Supervisor/ designee
1st Month e DELTA Instructions Supervisor/designee
1st Month e DHSS electronic forms Supervisor/ designee
1st Month ¢ Outlook functions: (accessing mail, calendar, sending mail, address book, Supervisor/ designee

proxy, notification to SHCNCO for leave or changes, etc.)

DUE COMPLETED | SHCN PRESENTATIONS: RESPONSIBILITY

1st Week e SHS Historical Summary (Internal) Training Coordinator
1st Week e Better Health. Better Missouri Video Training Coordinator
1st Week e SHS Web Pages Training Coordinator
1st Week e Central Office Staff Contact List Training Coordinator
1st Week e Development of the Service Coordination Assessment (SCA) Power Point Training Coordinator
1st Week e Safety Power Point and Video Training Coordinator
1st Week e Maintaining Confidentiality Power Point Training Coordinator
1st Week e Mandatory Reporting Power Point Training Coordinator
1st Week e Service Coordination Power Point Training Coordinator
1st Week o HIPAA Power Point Training Coordinator
1st Week e Medical Home Power Point Training Coordinator
1st Week e The Arts of Questioning and Active Listening Power Point Training Coordinator
1st Week e How to Connect in 90 Sec Video Training Coordinator
1st Week e Tips and Tricks Power Point Training Coordinator
1st Week e Transitions Power Point Training Coordinator
1st Week e Information Management Power Point Training Coordinator
1st Week e The Key to Documentation Power Point Training Coordinator
1st Week e Outreach Power Point Training Coordinator

INTRODUCTION WITH SHS STAFF (IF APPLICABLE)

DATE & INITIAL AFTER INTRODUCTION HAS OCCURRED WITHIN THE 15T MONTH (VIA IN PERSON OR PICTURE DIRECTORY)

[ ] Section Administrator || HPRIII (ABI) L | RC(NW)

[ ] Bureau Chief [ ] HPRI/II (1&L) [ ] RC(SW)

[ 1 Public Health Consultant Nurse (HCY/MFAW) [ ] HPRI/II (ABI) [ ] RC(F)

[ 1 Public Health Consultant Nurse (CYSHCN) [ ] AOSA (Lead) [ ] RC(SE)

[ | Program Coordinator (ABI) [ ] SOSA (CYSHCN) [ ] Public Health Nurse (RO)

[ ] Coordinator of Children’s Programs (I&L) [ ] SOSA (ABI) [ ] HPRI/II (HCY/MFAW Facilitator)
[ ] Training Coordinator (TC) [ ] SOSA (I&L) [ ] AOSA (RO)

] HPR Il (CYSHCN & FP) [] SOSA (HCY/MFAW) | [] SOSA (RO)

] HPRI/Il (CYSHCH)

The above orientation has been completed. The original checklist has been placed in the employee’s personnel record and a copy has been given to

the employee.

Signature of Employee

Date

Signature of Supervisor
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