THE FAMILY \fCENTER

KEEPING FAMILIES STRONGER LONGER

Supervisor’s New Hire Orientation Guidelines

Congrats on hiring your new employee. This document will help you guide your New Hire through The Family Center
Orientation process. Please make sure that you are in contact with the Director of HR throughout the Orientation
process as needed. Also, remember, though it might look different from department to department the basic
orientation process must be followed in order to ensure that all New Hires receive the same general understanding of
TFC, compliance training and how TFC functions. Good luck!

Once New Hire has accepted the job

Give the Director of Human Resources the date the New Hire is first available to start. They will finalize the start date
with the New Hire based on timeliness of returned documentation and identity verification. Once completed you and HR
will have a discussion about the official start date.

Go to the Supervisor of a New Hire Only section of the orientation portal (if you are reading this document you’ve been
there already!) to read and download documents that will be help you guide your New Hire through the Orientation
process.

Select a Buddy from your team and review Buddy expectations and duration with the selected Buddy. Help Buddy get
Petty Cash in order take the New Hire out for lunch or coffee when they introduce them to the neighborhood. (See
further instructions on the Buddy System)

If your new hire is an Evolv user fill out and the Evolv New User Request google form this will automatically be sent to
the appropriate staff to get your New Hire access to our EHR Evolv.

First Day

As their supervisor you should do your best to schedule the New Hire’s first day in the office this day is devoted to
Orientation. You should set up a meeting with your New Hire and make sure they also get a chance to meet with HR.

The New Hire should be directed to the TFC website and Orientation portal by HR, but if not please direct them.
https://www.thefamilycenter.org/contact-us/employee/ OR thefamilycenter.org > Contacts US > Employees Only >
Family Center Orientation. There they will find all the resources they need to guide them through the Orientation
process. Familiarize yourself with the portal and its resources so you can be prepared to answer questions the New Hire
might have.

PW: 493Nostrand
Your New Hire Responsibility Checklist:

e QOrientation Checklist and Departmental Checklist and expectations for completion
e QOrientation portal resources
e The Buddy System: Let them know that the Buddy will reach out to introduce themselves. (ideally the first day
but can happen the first week)
o Explain that the New Hire’s Buddy will either take them out for Coffee ($15) OR Lunch ($40) on TFC as a
welcome to the Center.

e Introduce NH to remote working tools: Zoom, Evolv, etc. and how your department utilizes those tools.

o If the first day is in the office give New Hire a tour of the office and introduce New Hire to staff. (Feel free to
take the NH around a second time or designate the Buddy to do this to ensure NH meets as many current staff
as possible.)
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o Ifthe First day is not in the office do the tour and introductions on the NH’s first office day.
e Send out introduction email including a picture approved by or supplied by the New Hire if they are amenable.

HR Responsibilities you will want to check in on

e Make sure New Hire is given a key fob which may or may not be a spare (and eventually gets their own).

e New Hire meeting with the Head of HR and Operations to go over HR; Benefits, tax forms, Alarm codes and
other information including the Employee Handbook.

e Request access to Electronic Health Record or appropriate Data Base from QA Manager.

First Month in the Office
During weekly supervision check in about NH’s progress on the orientation checklist and on the Buddy relationship.
Ensure that the NH attends orientation meetings held the first Tuesday of every month:
10:00-11:15am Agency History, Culture, and Confidentiality (Executive Director)
Trauma Informed Care (Deputy Executive Director Operations)
11:15-12:00pm Break

12:00 - 1pm Behavioral Health & Contracted Services (Deputy Executive Director for Behavioral Health and
Support Services or Representative)

1:00-2:00pm Lunch
2:00-3:00pm Legal Wellness Institute (Director Legal Wellness Institute or Representative)
These meetings listed on the General Checklist.
Ensure the New Hire has scheduled and completed any departmental specific trainings and meetings.
Check to see if the New Hire has met with their Buddy!

Hopefully, by the end of the month the NH will have completed the General Orientation Checklist, and your
Departmental Checklist and the Buddy relationship will be winding down. Ensure that:

e All paperwork, including any training certificates and signature pages are handed back to HR.
e The Orientation checklist is completed and signed off on by all appropriate parties and given to HR.
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