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EMPLOYEE ORIENTATION FOR COUNTY SUPPORT STAFF

On the first day of employment, an employee orientation session should be conducted by the Office/Staff Support Coordinator or the supervisor with the new employee.  Depending on the type of support position, there will likely be other topics to cover but this list provides a framework on which to build.  
Following are things that need to be discussed within the first three days of employment.

 FORMCHECKBOX 
 Office Orientation
· Introduction of employee to staff (be sure to establish name new employee prefers)
· Tour of the office facilities

 FORMCHECKBOX 
 Orientation to Cooperative Extension Service
· Show (We Grow Ideas( CES video

· Discuss the purpose, mission, and overview of CES in the county

· Discuss tie with University of Kentucky and Kentucky State University (Land Grant Universities)

 FORMCHECKBOX 
 Job Description

· Discuss in detail the duties and responsibilities of the position

 FORMCHECKBOX 
 Office Personnel

· Role of Supervising Agent

· Role of District Director

· Role of District Director’s Support Staff Associate

· Role of Secretaries, other Agents and/or Assistants (This should be specific to county staffing patterns)

 FORMCHECKBOX 
 Professionalism

· Dress and conduct

· Confidentiality on the job

 FORMCHECKBOX 
 Office Protocol

· Office hours

· Keys

· Mail procedures (incoming, outgoing, penalty mail, mailing lists, privacy issues)

· Work schedules

· Office Procedure Manual, review as a source of information

 FORMCHECKBOX 
 Benefits

· Review benefits and discuss any questions.  Direct employee to UK Benefits web-site (The supervising agent is responsible for ensuring that the new employee receives and understands all benefits information.)

 FORMCHECKBOX 
 Staff Handbook

· Give Staff Handbook to employee and discuss (print a hard copy by going to http://www.uky.edu/HR/staff_handbook/welcome.html)
· Employee must read the Staff Handbook   
· Employee signature on this form verifies they have received and read the handbook.
 FORMCHECKBOX 
 Ag Communications

· Register for e-mail

· Register in CATPAWS

· College of Agriculture - Internal Web Page

continued on next page

 FORMCHECKBOX 
 Reporting 

· Web-pay and time sheets

· Other monthly reports required by that position 

· Review the process for illness, absence and tardiness notification, vacation accrual and scheduling.  Discuss overtime procedures and holiday schedules.

 FORMCHECKBOX 
 Orientation Period
· The “orientation period” used to be called the probationary period.  It begins the date of employment and continues 90 calendar days.   The End of Probationary Period Form needs to be completed at the end of the 90 day orientation period.

· Discuss 90 day orientation period and review End of Probationary Period Form http://www.uky.edu/HR/comp/Prob2.pdf
· Discuss job performance expectation.  Review performance appraisal instrument for employee.
 FORMCHECKBOX 
 Civil Rights

· Discuss Policy and Procedure

· How to handle requests for accommodations from clientele who have disabilities (ADA)

· Explain accountability requirements as a publicly funded organization

 FORMCHECKBOX 
 University of Kentucky Identification Card

· To secure a UK identification card use the following website: http://www.uky.edu/FiscalAffairs/HR/employ/idform.htm
Return this completed check sheet with the information below including appropriate signatures to the District Director’s office.

New Employee’s name: ________________________________________ County__________________________
Position title: _________________________________________________ Date employed: ___________________

End-of-Orientation (Probation) Performance Appraisal Due Date: ___________ (90 calendar days from start date)
___________________________________________________________

New employee signature

___________________________________________________________

Office/Staff Support Coordinator and/or Supervisor(s signature

___________________________

Date completed

