
 

Deschutes County Health Services 

WELCOME WEEK 

NEW EMPLOYEE  

Employee Name: __________________________ 

 

Start Date: _______________________________ 

 

Job Title: ________________________________ 



Contact Information 

Orientation Ambassador Name: __________________________________________ 

 Preferred Contact:    call         text   email 

 Phone: _____________________  Email: ___________________@deschutes.org 

 

Supervisor Name: ______________________________________________________ 

 Preferred Contact:    call         text   email 

 Phone: _____________________  Email: ___________________@deschutes.org 

 

Attendance and punctuality are very important to your orientation experience. Please take notice of 

the starting time as well as the location for each day throughout orientation and be sure to  give 

yourself adequate time to travel so that you may arrive on time.  

 

We do realize that there are times when absences and tardiness cannot be avoided. In the even that 

you are going to be late or absent, please notify both  the Orientation Ambassador and your 

Supervisor as early as possible using their designated preferred contact method. 

Welcome week activities occur at multiple sites throughout the county.  

New employees will be required to travel to & from a variety of locations.  

 

Carpooling is strongly encouraged but is entirely optional.  

Please consult your direct supervisor for information on mileage 

reimbursement.  When driving your personal vehicle on county business you 

must have provide current insurance information to HR. 

Transportation 



Kickoff/Deschutes County Day Schedule - Employees           day 1 

8:00am—8:30am Begin Day @ County Admin Building 
1300 NW Wall Street | Bend Oregon 

Meet in 1st floor entryway/lobby 

 Ambassador Meet & Greet  

 Daily Schedule Review 

 Employee Badge & Paperwork 

8:30am—9:10am Welcome To Deschutes County  
Interns are asked to join this portion of the session 

Allen Room, 2nd Floor 

9:10am—12:30pm Deschutes County Employee Orientation  

This segment excludes Interns.  

If you are an intern, please see ambassador for alternate schedule. 

This orientation will cover employee benefits and other human 
resource  policies and information and includes employees from 
various departments throughout the county. 

12:30pm—1:30pm Lunch Break   

1:30pm—2:30pm Risk Management Training 
Allen Room, 2nd Floor 

This orientation is for employees from throughout the entire county 
and is not Specific to Health Services.  

2:30pm—3:30pm Welcome to DCHS with Ambassador 

Same Building—Lyon  Room, 1st Floor 

3:30pm—4:30pm Management Team Meet & Greet 

Same Building—Lyon  Room, 1st Floor 

Knowledge Check: 

By the end of today, you should have been provided the following : 

  An orientation ambassador who will guide        

      you through the next week 

  Employee Identification Badge 

  Orientation binder  (from your ambassador)

  Employee Benefit information 

  AFSCME Information (if applicable) 

  Overview of Human Resource Policies 

  Risk Management Training 

  Meet & Greet with DCHS Management Team 



Kickoff/Deschutes County Day Schedule - Interns                day 1 

8:00am—8:30am Begin Day @ County Admin Building 
1300 NW Wall Street | Bend Oregon 

 Ambassador Meet & Greet  

 Daily Schedule Review 

 Employee Badge & Paperwork 

8:30am—9:10am Welcome To Deschutes County  
The Allen Room is located on the 2nd Floor 
Interns are asked to Please join this portion of the session 

9:10am—9:30am Go to Health Services Main Building 
2577 NE Courtney Drive | Bend Oregon  

9:30am—10:30am Intern Orientation | Meet & Greet 
This segment is exclusively for Interns.  

Meet in Entry lobby—Meeting will be in the Intern Hub, 2nd floor 

9:30am—12:30pm Computer Training Time 

12:30pm—1:30pm Lunch Break   

1:30pm—2:30pm Risk Management Training 
Allen Room, 2nd Floor 

This orientation is for employees from throughout the entire county 
and is not Specific to Health Services.  

2:30pm—3:30pm Debrief with Ambassador 

3:30pm—4:30pm Management Team Meet & Greet 

Knowledge Check: 

By the end of today, you should have been provided the following : 

  An orientation ambassador who will guide        

      you through the next week 

  Employee Identification Badge 

  Orientation binder  (from your ambassador) 

  Meet & Greet with Interns & Field Instructors 

      at the Intern Hub 

  Desk/Computer time to work on new  

        employee checklist items 

  Risk Management Training 

  Meet & Greet with DCHS Management Team 



Main Building Day Schedule                                                day 2 

8:00am Begin Day @ Health Services Main Building 
2577 NE Courtney Drive | Bend Oregon 

8:00am—9:30am Welcome Back, with Ambassador 

Crater Lake Conference Room, 1st floor 

Location Tours: 

 Main Building 

9:30am—11:30am New Hire Trainings 

 Crisis (30) Holly McCown 

 Fiscal Team Introduction (15)  

 Systems Performance Training (60 min)  
        Channa Lindsay, Michelle Nichols, Channing Casey 

12:00pm—1:30pm Lunch Break  & Return to home location 

1:30pm—3:30pm Meet with Supervisor 1:1  

3:30pm—5:00pm Desk Time 

 Get settled in your workspace 

 Virtual Scavenger Hunt 

 New Employee Checklist 

Knowledge Check: 

By the end of today, you should have been provided the following : 

 

  Time with Ambassador to address questions  

       and review the plans for the week 

  Tour and overview of our Health Services  

      Main Building 

  Crisis Training 

  Fiscal Team Introduction 

 

  Systems Performance Training 

  1:1 time with your direct supervisor 

  time to get settled into your workspace 

  Opportunity to work on your virtual    

       scavenger hunt 



Downtown Day Schedule                                                     day 3 

8:00am Begin Day @ DCDC Building 
1128 NW Harriman Street | Bend Oregon 

8:00am—10:00am Welcome Back, with Ambassador 

Saddleback Conference Room 

Location Tours: 

 Deschutes County Downtown Clinic (DCDC) 

 Mike Maier Building 

 Wall Street Services Building (WSSB) 

10:00am—11:30pm New Hire Trainings 

Saddleback Conference Room 

 Internal Referral Overview (30 min), Channa Lindsay 

 Diversity Training (60 min),  Elizabeth Holden 

12:00pm—1:30pm Lunch Break  & Return to home location 

1:30pm—5:00pm Desk Time/ Independent Training 

(Refer to your new employee checklist) 

Knowledge Check: 

By the end of today, you should have been provided the following : 

  Tours and overviews at 3 of our downtown  

      campus based locations 

  Training on our Internal Referral Process 

  Diversity Training 

  Your schedule for week 2 of Orientation 

  Opportunity for continued progress on your  

       New Employee Checklist 



Redmond Day Schedule                                                      day 4 

8:00am Begin Day @ North County Services Building 
406 West Antler Avenue | Redmond Oregon 

8:00am—9:00am Welcome Back, with Ambassador 

Forest Conference Room 

Location Tours: 

 North County Services Hub 

 Becky Johnson Center 

9:00am—11:30am New Hire Trainings 

Forest Conference Room, 1st floor 

 HIPAA Training (30 min), Kayla Sells 

 Policies & Procedures (60 min), Kathe Hirschman  

—> move to Youth Center Room, 2nd floor 

 Safety (30 min), Johnny Mooney  

 Emergency Preparedness (30 min), Mary Goodwin 

11:30am– 12:30pm Lunch Break & Return to home location 

12:30pm—5:00pm Desk Time/ Independent Training 

(Refer to your new employee checklist) 

Knowledge Check: 

By the end of today, you should have been provided the following : 

  Tours and overviews at our 2 Redmond based  

      locations 

  HIPAA Training 

  Policy & Procedure Training 

  Safety Training 

  Emergency Preparedness Training 

  Opportunity for continued progress on your  

      New Employee Checklist 



SoCo Day Schedule                                                              day 5                            

8:30am Begin Day @ La Pine Location 
51340 Highway 97 South | La Pine Oregon  

Ponderosa Conference Room 

8:30am—9:30am Welcome Back, with Ambassador 

Ponderosa Conference Room 

Location Tours: 

 South County Services Building 

9:30am-10:30am Go to Home Location 

11:00am—12:00pm Desk Time/ Independent Training 

(Refer to your new employee checklist) 

12:00pm—1:00pm Lunch Break 

1:00pm—2:00pm Desk Time/ Independent Training 

(Refer to your new employee checklist) 

Knowledge Check: 

By the end of today, you should have been provided the following : 

  Tour and overview at of our La Pine based  

      location 

  Opportunity to provide feedback about the  

      orientation process 

  Opportunity for continued progress on your  

      New Employee Checklist 


