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REVIEW AND SIGNATURE OF POLICY AND PROCEDURES
MANUAL - NEW STAFF - AD-IV-3

POLICY:

All new staff shall read policies and procedures, in accordance with Operational Policy
Accountability AD-IV-5, and sign signature pages indicating they have been read and
understood, within one month of their hiring.

During General Orientation, all new staff shall read and sign policies and procedures as
outlined on Form HR330.

PURPOSE:

To ensure that new staff are aware of the policies and procedures of OPTIONS
northwest applicable to their primary area of assignment.

PROCEDURE:

1. During the General Orientation program, the Human Resources & Training
Advisor shall orientate the employee to the use of the Policy and Procedure
Manuals and allow the employee adequate time to read the Policies and
Procedures listed on the General Orientation Policy and Procedure Signature
Page (Appendix A- HR330.)

2. When the employee is assigned to their work area, the Supervisor/Director shall
orientate the employee to the location of the Policy and Procedure Manuals and
provide adequate time within the first month of employment for the new
employee to read the remaining required policies based on Operational Policy
Accountability AD-IV-5. The Administrative Assistant will provide to the
Supervisor/Director Form 095 (Appendix B) based on the employee’s policy
accountability.

3. Within one month of hiring, the policies and procedures should have been read
and understood and the employee shall sign the signature page and return it to
their immediate Supervisor.
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4. The immediate Supervisor shall ensure the signature pages are received by the
designated date(s) and forward the completed signature pages to Human

Resources - Staff Development for filing.

RECOMMENDED BY: Administration ~ APPENDICES: 2

OPERATIONAL ACCOUNTABILITY: Administration, Finance, Human Resources,
Personal Support Services Administration, Personal Support Services, Community

Resource Team

ORIGINAL POLICY DATE: November 1991

AUTHORIZED BY: Executive Director



POLICY: AD-IV-3

APPENDIX A
OPTIONS northwest
DAY 1 GENERAL ORIENTATION
POLICY AND PROCEDURE SIGNATURE PAGE
Name: Date:
(please print)
You are required to read the following Policies & Procedures:
Policy Title and Number Effective Date Date Read
Philosophy
Mission Statement
AD-I-1 Internal Reporting System
AD-I-6 Incident Reporting and Follow-up
AD-I-7 Serious Occurrence Reporting and Follow-up
AD-I-10 Collection, Use and Disclosure of Recipients
Personal Information
AD-IlI-1 Abuse
AD-lII-2 Feedback Process
AD-IlI-10 Service Principles and Recipients’ Bill of Rights
HR-II-2 Confidentiality of Information
HR-III-19 Harassment Prevention
HR-III-30 Constructive Discipline
HR-lII-35 Attendance Management Program
HR-XI-1 Occupational Health and Safety
HR-XI-23 Workplace Violence Prevention

| have read and understand the above noted policy/policies and procedures.

Signature:

Date:

"his form is to be returned to the Human Resources and Training Advisor at the end of Day 1 of your
Seneral Orientation Program.

HR330/NOV 2013
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