New Employee Orientation


	
1. EO Area Representative contacts new employee and schedules in-person visit as soon as possible after their start date and invites DNRC-CDB specialist as needed. Copy the other Area Representative on communications with CDB and new employee.
2. Send welcome email from DNRC, MACD and the EO.
3. EO Area Representative could contact the board chair, inviting them to be part of the process.
4. EO provides in-person onboarding about the employee’s responsibilities.
5. If DNRC joins, CD specialist describes the support and services available through DNRC.
6. If DNRC doesn’t join, specialist calls new employee to welcome them and provide DNRC info.
7. Biggest takeaway here is that good communication is vital.  Copying the CDB specialist, employee and 2nd Area Representative is important.
8. Additionally, within each area, this may end up looking different, and that’s okay. This is why good communication with your CDB specialist and Area Representatives is key.
Material review during onboarding and as new employee has time-refer to these resources as needed
· Review the CD’s Website if they have one
· Review https://dnrc.mt.gov/Conservation/Conservation-Programs/Conservation-Districts/
·  Specific sections to review:
· CD Resource Documents page
· Webinars & Zoom trainings page
· Especially New CD Employee Orientation video or PDF
· Review https://employees.macdnet.org
· Specific things to review:
· Resources & Training page
· CD Toolbox tab
· NEO guide
· Employee Handbook-under revision-tab
· Review https://macdnet.org
· Review/develop CD’s workplan
· 310 Law, CD rules for implementation and Documents 
· Examples of past work and projects
· CD Law Book-https://dnrc.mt.gov/_docs/conservation/CDBureau/cd-resource-documents/2020web.lawbook.pdf
CDB Specialist Section
· Organizational History and Structure
· History of CDs
· What CDs do
· How CDs are structured
· Who CDs serve
· Partnering organizations
· How CDs are funded
· Conservation District Programs and Activities-Scope of programs
· This could include everything from tree programs to education programs that the CD engages in.
· Other technical/resource assistance
· Conservation District Authority
· Training available from DNRC
· Grants/funding available from DNRC
· CDA grants for appropriate CDs
· Other programs
· 310 assistance
· Legal assistance
· Technical assistance
Area Director’s Section
· Working with a board
· Board Meetings
· Open Meeting Laws
· Process for the individual district (posting notices etc.)
· Minutes and what to do with them when they’re final
· Supervisors
· Elections information for the individual district
· Supervisors, Urban supervisors and associate supervisors
· Day to day activities/responsibilities
· Financial
· How/where does our funding come from
· Budgets
· Paying the bills
· Doing payroll
· Monthly financial reports to the board
· Public Records
· Financial reports (AFR especially)
· Fiscal year (some are different)
· Stream Permitting
· Education and Outreach activities
· District Programs
· Communications & Outreach
· Newsletter
· Website 
· Conservation Storytelling – Multimedia Outreach
· Partners
· USDA/NRCS
· DNRC/Conservation Districts Bureau
· County Weed District and/or Extension
· Think outside the box!
· Employee Organization
· What is the EO and what do we do?
· Area meetings
· Biannual meetings (spring and fall)
· Roundtable meetings
· Biennial Statewide Employee Training
· Training on off years
· Events
· Resources & Support
· DNRC Webinar Trainings
· Employee Handbook
· New Employee Guide
· Employee Organization Website
· Area Representatives/other employees
· CD Lawbook
· Where to look for help
· CD’s Strategic Plan
· CD’s Operations Plan
· New Employee Guide
· Employee Handbook
· EO website-https://employees.macdnet.org/trainings-recent-and-older/
· Virtual Roundtables
· Virtual trainings
· Area Representatives
· EO Officers
· MACD
· DNRC
· Virtual Welcome Wagon
· Supervisor training
Computer access
· Varies by District
· Affected by whether the district is on the USDA network
· Importance of having a non-USDA related email address in the event of government shutdowns etc. 
Access to USDA System for New CD Employees
· Need a LincPass-There is a 30 day exemption that can be requested by the District Conservationist to get into the computer (not the shared files, see SAAR below for the shared files/OneDrive access)
· Background Check (see next section)
· SAAR (System Authorization Access Request)-Made through the NRCS, provides access to the former CD employee’s shared files.
· If files were stored on the computer and OneDrive, the NRCS must request that the data be retrieved.
For more details on onboarding in an NRCS co-located building see: https://employees.macdnet.org/conservation-district-resources/#1686578486984-a85afcd2-7209
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