NEW EMPLOYEE ORIENTATION


DAY ONE –

1. Complete Required Credit Union Paperwork, Overview of Credit Union Insurance, Employee Handbook, etc. – (2-1/2 Hours)

LUNCH – 1 HOUR

2. Fort Worth Community Investments Rep. – (20 Minutes)

Discusses purpose of FWCI, explains how staff can encourage

members to discuss investment options with FWCU Rep.,

encourages staff to invest and provides them with options for 

doing so

3. Credit Union History and Departments/Offices (2 Hours)

Review CU history



Mission Statement

Review Office locations and telephone numbers

Product/Services Quick Reference Guide

You Are the Organization Video

4. Review Job Description (30 minutes)

Review Job Description and discuss expectations

5. Review Job Standards/Performance Appraisal (30 minutes)

Review standard Job Performance Appraisal for respective departments

6. Working Rules  (FTWCCU Office Standards) (30 minutes)

Review FTWCCU Office Standards policy



Watch Orientation Video

DAY 2 -

1. Review Robbery Response Kit/Robbery Video(In Case of Robbery) (2 Hours)

Review Robbery Response Kit 

Watch Robbery Video

2. HEROS Program (15 minutes)

(Internal Recognition Program)

3. CPD Online – (30 minutes)
4. Employee Picture taken in Marketing Department (5 Minutes)

LUNCH – 1 HOUR


5.  OUTLOOK (30 minutes) 

Review Outlook procedures
6.  CUINSIDE (INTRANET) (1\2 Hour)
Review CUINSIDE

Q&A session for FTWCCU employment policies and procedures (in handbook)

(30 minutes)

7. Information Security Program (1-1/2 Hours)

DAY 3

1. Bank Secrecy Act/USA Patriot Act/OFAC (2 Hours)

2. Introduction to Headquarters Staff (1 Hour)

LUNCH (1 HOUR)

3. Reports to department for one-on-one, job-specific training
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