____________________________________(Name)
CHILD PROTECTIVE SERVICES 

Orientation Attachment

Dates:  (first three months from hire date)__________ to  _____________
SUPERVISOR : _______________________________________
	
	AGENCY ORGANIZATION/PHILOSOPHY/SERVICES

	
	Discuss Agency Mission Statement./discussion-go to DSS website and read

	
	Discuss CPS Mission Statement-see on Departmental Website under CPS

	
	Discuss organization of DSS, show org chart with pictures in breakroom in Lexington or work area in Thomasville

	
	

	
	Complete Computer Based DSS Orientation-have Shannon Kilcullen install on computer if needed (she may have already done this since it is normally required prior to doing new employee orientation which she had with Pam last year)

	
	Meet with Lynn or Lexa/Angie to discuss time sheets and mileage-SWS will also go over this.

	
	


Notes:.

	
	INTRODUCTION TO BUILDING, STAFF, ETC.

	
	Introduction to Social Work Staff-do walk thru of child welfare area

	
	Tour of Governmental Center-all floors

	
	Tour Thomasville office, pointing out different departments, areas such as break rooms, etc.

	
	Introduce to clerical staff-their duties explained-they do our criminal checks, central registry, faxes, key in our 5107, 5104, MRS tracking forms, process new files and obtain closed files for us offsite

	
	Introduce to Agency Attorney Chuck Frye

	
	Show how to reserve room on computer

	
	Davidson County Map Book Assigned/Discussion of major roads, etc

(If there is not one, I have an extra one)

	
	Go to Chamber of Commerce to pick up info on Davidson County area

	
	During job shadowing learn location of hospitals, Daymark, health dept., courthouse and schools

	
	Location of supplies, work room, etc.-has beginning supplies

	
	Complete inventory checklist


Notes:

	
	AGENCY POLICIES

	
	Dress code (including home visits vs. court and dressdown days)

	
	Inclement Weather Policy

	
	Authorized Parking Areas-outer ring in Tvlle and back row in Lex and across road

	
	Conflict of Interest

	
	Internet/Email use-no chain letters, inappropriate sites. NO MYSPACE OR IM.. Ok to use for personal use outside of work hours or at lunch if not forbidden sites

	
	Travel Reimbursement—make sure desktop has travel sheet on it, if not email her a blank one-no white out

	
	Time Sheets-explain, must do in red, no white out, due on every other Friday

	
	Discussion of daysheets- due every Monday by noon for previous week and on first working day of month for end of previous month by noon

	
	Hepatitis B Shots sign-up if needed, if doesn’t want, must sign waiver

	
	6 mo. probation for Child Welfare employees without CPS experience-do common understanding within one week of hire to explain job expectations


Notes:

	
	 SPECIFIC EXPERIENCE AND TRAINING

	
	

	
	Overview of organization of CW Units

	
	Unit Meetings-day, time and location

	
	Discussion of Performance Measures for this year

	
	Discussion of Family Outreach program

	
	Weekly conferences

	
	Discussion of MRS policy--discuss how different from traditional, show brochure and explain

	
	Discussion/Review of CPS policies for Family Assessments

	
	Give checklist of requirements for Assessments and Investigations-2 separate checklists and discuss

	
	Give In Home Services/CPCM tracking sheet to monitor contacts, etc.

	
	Discussion of documentation and Required Headings-give Guide To Completing Dictation-complete sentences, don’t use many abbreviations

Give copy of documentation packet

	
	Discussion of One Case-ask Donna to do a training. Have experienced staff work with on entering notes, etc.

	
	Discussion of Assessment Tools-give copy of chart for when theses are done, review each one separately

	
	Discussion of forms and letters

	
	Discussion of Child and Family Team Meetings

	
	Discussion of Hospital Protocols

	
	Discussion ECI referral requirement

	
	Discussion of first contact with family, connecting, handling hostility, etc.

	
	

	
	Takes lead role in interviews

	
	Discussion of mentoring SW set up

	
	Has accompanied other SW’s on  cases –see shadowing sheet

	
	Discussion of forms, letters, 

	
	Loan her your extra CPS Manual.  Go over crucial sections with her-case decisions, etc and others that are used most.  Have copies made of common policies.

	
	Attend  Staffings- removal staffings, .(including need to be prepared with location of absent parents, school and health info and must read prior record)


Notes:

	
	OTHER EXPERIENCES

	
	Shadow CPCM SW’s-see shadowing sheet

	
	Observe supervised visit of parent visiting child in Agency custody-will sit in observation room and use the observation form used by CSSA’s  

	
	Observe Juvenile Court 

	
	Observe CPS Intake 

	
	Assist in preparation of court reports


Notes:

	
	MASTERING USE OF AGENCY EQUIPMENT NEEDED TO PERFORM DAILY TASKS

	
	Employee sign out log

	
	Fax

	
	Shown location of digital camera and how to use

	
	ONE CASE-Will learn how to put in case narratives, pull up case info and do forms-Donna Spry-computer tech will assist if needed-


Notes:

	 
	IN HOUSE TRAINING PROVIDED

	
	Bloodborne pathogens-will get with county orientation, will need to attend yearly

	
	Defensive Driving-county should be scheduling later this year-have her go ahead and do the on line defensive training

	
	New DSS Employee Training

	
	Defensive Driving Training on line

	
	

	
	MRS Self Study Guide


Notes:

	
	STATE TRAINING PROVIDED OUTSIDE THE AGENCY

	.
	

	
	Pre-Service CW Training 

	
	

	
	Medical Aspects-after off probation

	
	Legal Aspects –after off probation

	
	Child Development in Families At Risk-after off probation

	
	DV Training-after off probation

	
	Meth Lab Training –after off probation


Notes:

MENTORING/JOB SHADOWING:

ASSIGNED TO MENTOR:   ______________
SW to be assigned to SW _______ until ready to assume own caseload.

She will shadow SW ________ daily and will eventually do the narratives, forms, letters and assessment tools on cases

She will do some limited interviewing on own such as calling collaterals, arranging for services, etc.

SW _________will keep a log of activities and progress made by SW 
SW ________ will report weekly to SWS  on SW’s progress.
SW  will meet with SWS  on a regular basis to discuss what she is learning. 

