	COUNTY PROGRAM DIRECTOR 

Outcomes

New Faculty will:

· feel welcome in the county and region.

· understand county program, policies, practices and procedures.

· research the area where he/she will be working.      

CPD Responsibilities
· Arrange to welcome the new faculty member to the office, introducing him/her to
      the office staff and to their personal office space.
· Meet with the new faculty member to explain policies and procedures and provide 
      overview for the following:

	Checklist
	Completed

	Welcome and Get Acquainted

· Hold an office conference when the new faculty arrives to help him/her get acquainted with co-workers and secretary(ies).

· Find time to introduce new faculty to office holders in the courthouse and if appropriate, city hall.
· Take new faculty to the media and give them a news release on the new person. If you have a weekly radio show or TV or a weekly column in the paper this to is a good way to introduce a new co-worker.

	  

	Our Processes and Systems

· Check to see that the new person has adequate supplies and materials to get his/her job or work completed.  

· Review office policies and procedures, travel vouchers and other items you feel are needed.    

· Make sure that someone introduces him/her to our e-mail system and work out any other local computer arrangements, sharing printers, etc.

· Review clerical support and expectations of working with support staff.

· Discuss the county budget, funding sources

   
	  

	Program Development/Evaluation

· If appropriate invite your new co-worker to one or more of your programs and invite other specialists in the assigned counties to do the same. 
· Make sure he/she a copy of the county plan of work.

	


	Get To Know the Community and Region

· Invite the new person to attend extension council meetings, give them a list of council meeting dates as well as a list of council members.

· Go on a tour of the community, visiting with key leaders and volunteers

· Make suggestions on developing community and regional contacts.


	


Created 6/20/2001

