“EXPANDING YOUR HORIZONS”

OBJECTIVE

To explain “who we are” and to help you feel at home in your new job.

PURPOSE

To help you better understand your part as a member of the County team.

INTRODUCTIONS

· Staff

· New employees: name, job title, department and birthplace

ICE BREAKER EXERCISE

ABOUT YOLO COUNTY

· Organizational Structure

· Mission Statement

· County Values

· Continuous Quality Improvement

WHAT WE’RE ABOUT

· Services

· Workforce

POLICIES AND PROCEDURES

· Diversity

· ADA (Americans with Disabilities Act)

· FMLA (Family Medical Leave Act)

· Bilingual Services Program

· Sexual Harassment Policy

· Alcohol and Drug Testing

· Absence Reduction Program

· Email Policy

WORKPLACE SECURITY AND SAFETY PROGRAM

· Risk Management Program

· IIPP (Illness and Injury Prevention Program)

OTHER BENEFITS
· Health

· Dental

· Vision

· Child Care

· In Lieu

· Deferred Compensation

· Retirement

· Employee Assistance

TRAINING OVERVIEW

ABOUT HUMAN RESOURCES

· Personnel files 

· Access to your file

· Job Bulletins

YOUR CAREER WITH THE COUNTY

· Probationary period

· Evaluations

· Merit Step Increases

· Applying for other jobs with the county

PAYDAYS

· Every other Friday – schedule in new employee packet

· Deductions – look at your pay stub: Federal, State Taxes, Social Security, PERS, SDI, etc.

LEAVES

· Vacation: 3.08 hours/bi-weekly pay period; maximum accrual 280 hours or 35 work days.

· Floating Holidays: 32 hours per fiscal year.  Use by June 30 or lose it.

· Holidays: 10.5 per year (includes 4 hours on Christmas Eve OR New Years’ Eve).

· Administrative Leave: for some employees – 40 hours/fiscal year.  Use by June 30.  Attorneys: 80 hours/fiscal year.

· Sick Leave: Accumulates at 8 hours/month. Unlimited accumulation.  Physician’s statement required if sick in excess of 3 days.

· Compassionate Leave: up to 40 hours – comes out of sick leave.

· Military Leave: Up to 120 days leave for employee with one year of County service.

· Jury Duty: Full pay for jury duty and witness to testify in matters arising from employment.  If a private matter, must use vacation, compensatory time, or leave without pay.

· Leave of Absence: Medical – MAY be granted to regular employee by department head.  Not to exceed one year.

· Continuing Education Leave: Permanent employees – up to 40 hours per year.

COUNTY RECOGNITION AWARDS AND ACTIVITIES  PROGRAMS

· Employee Recognition Awards Program (June) 

· Employee Service Ceremony (January)

· Employee Service Banquet (June/July)

· State/County Fair Booth

CLOSING

· Questions/Answers

· Comments/Suggestions

· Evaluation – how did we do?
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