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New Employee Orientation Policy 

Description: 

The Department of Human Services (DHS) requires employees to complete the new employee orientation that 
aims to give employees: 

• Ways to make connections between their new positions and the DHS mission and values. 
• A high-level understanding of DHS; its programs, leaders, organization and the people who receive 

services. 
• An appreciation of the unique obligations of public sector employment. 
• Resources for successful employment at DHS. 

DHS requires all staff receive accurate, consistent, and timely information at the start of their service, which 
enables them to: 

• Serve Minnesotans safely, effectively, and according to law. 
• Become engaged, knowledgeable, and productive as quickly as possible. 
• Protect DHS from unnecessary risk. 

Reason for Policy: 

The purpose of this policy is to communicate that all DHS staff must complete new employee orientation within 
two months of their start date and other onboarding activities specific to their positions within designated 
timeframes. 

Applicability: 

This policy and its procedures applies to all DHS staff and specifically: 

• Newly hired staff, which include staff who work in regional offices or from their homes. It also includes 
part-time staff, temporary staff, and staff who work alternate schedules or shifts. 

• Staff who return to work more than 365 days after their last day of employment at DHS, whether they 
left due to retirement, layoff, termination, medical leave, family leave, military service, or other reason. 

• Staff who transfer between CO and DCT, whether permanently or on mobility assignment. 
• State of Minnesota employees on mobility assignment to DHS. 



[Title] 2 

• Certain contractors who work for DCT and provide direct care to DCT clients, consumers, and patients. 

Failure to Comply: 

Failure to comply with this policy and its procedures may result in disciplinary actions or termination. 

Policy: 

I. New employee orientation 

Depending on the position, new employees must complete new employee orientation and other onboarding 
activities. Some examples of possible onboarding activities are: 

• Attendance at classroom training. 
• Attendance at on-site training. 
• Individual study. 
• Completion of computer-based or online learning. 
• Mastery of competency assessments. 
• Participation in assigned supervisor-or peer-led activities. 
• Other activities as designated by the supervisor. 

II. DHS staff expectations 

DHS staff and certain DCT contractors must participate in and complete new employee orientation within two 
months of their start date and other onboarding activities specific to their positions and within designated 
timeframes. 

• The maximum timeframe to complete onboarding activities is normally the end of the probation period. 
• Some onboarding activities have earlier completion deadlines based on specific job duties and 

requirements. 
• Consistent with the Enterprise Security Awareness Standard Requirements, all new DHS staff must 

complete training within 60 days of their start date and annually thereafter. 

III. Supervisor responsibilities 

Supervisors and managers must: 

• Explain the new employee orientation and job-specific onboarding requirements to their staff and 
certain contractors. 

• Provide the necessary resources (including time, online access, etc.) to staff and certain contractors to 
enable them to meet the requirements of their positions. 

• Ensure that staff and certain contractors comply with this policy. 
• Follow up with appropriate action if their staff and certain contractors do not comply with this policy. 
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Procedures: 

I. Central Office 

Central Office staff must: 

• Register for Central Office New Employee Orientation in the DHS Central Office Learning Center. 
• Complete the assigned training located in the DHS Central Office Learning Center. 

II. Direct Care and Treatment (DCT) 

DCT staff should refer and follow the procedures in the Employee Training and Development (Direct Care and 
Treatment Policy # 115-1010) to: 

• Register for Direct Care and Treatment / State Operated Services New Employee Orientation in the 
Direct Care and Treatment / State Operated Services Learning Center 

• Complete the assigned training located in the Direct Care & Treatment / State Operated Services 
Learning Center. 

• Register for Direct Care and Treatment / Minnesota Sex Offender Program New Employee Orientation in 
the Direct Care and Treatment / MN Sex Offender Learning Center. 

• Complete the assigned training located in the Direct Care and Treatment / MN Sex Offender Learning 
Center. 

Related Policies and References: 

• Information Security and Privacy Training Requirements 
• Enterprise Security Awareness Standard 
• Direct Care and Treatment Employee Training and Development (PDF) (Direct Care and Treatment Policy 

# 115-1010) 

Training: 

• Central Office New Employee Orientation 
• AMRTC New Employee Orientation 
• MSOP New Employee Orientation Course Series 
• Data Security and Privacy 
• How to Protect Information 
• Managing Information Security 
• Federal Tax Information (FTI) 
• Social Security Administration Information (SSA) 
• Protected Health Information (PHI) 
• Role Specific Modules – Based on Role 

http://pathlore.dhs.mn.gov/stc/sos/psciis.dll?linkid=333210&studentdashboard=SOS&top_frame=1
http://pathlore.dhs.mn.gov/stc/sos/psciis.dll?linkid=333210&studentdashboard=SOS&top_frame=1
http://pathlore.dhs.mn.gov/stc/sos/psciis.dll?linkid=333210&studentdashboard=SOS&top_frame=1
http://pathlore.dhs.mn.gov/stc/msop/psciis.dll?linkid=221701&studentdashboard=MSOP&top_frame=1
http://pathlore.dhs.mn.gov/stc/msop/psciis.dll?linkid=221701&studentdashboard=MSOP&top_frame=1
http://pathlore.dhs.mn.gov/stc/msop/psciis.dll?linkid=221701&studentdashboard=MSOP&top_frame=1
https://dhs.intranet.mn.gov/policies-procedures-forms/policies-summary/information-security-policies/security-procedures/information-security-and-privacy-training-notifications/index.jsp
https://dhs.intranet.mn.gov/policies-procedures-forms/policies-summary/information-security-policies/security-awareness-standard/index.jsp
https://dhs.intranet.mn.gov/assets/employee-training-development-115-1010_tcm1127-381092.pdf
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Legal Authority: 

• Minnesota Statutes, section 43A.21, Training Programs 
• Minn. Stat.246.014 Subd.(d), (Services) 

Definitions: 

DHS staff: Anyone who works for DHS as an employee, intern, volunteer or anyone else as designated. 

Employee: All persons appointed pursuant to Minnesota Statutes, Chapter 43A whose work assignment is with 
the DHS. 

Intern: A person who works or volunteers at DHS in order to fulfill requirements for a degree or certification 
program or to gain work experience. 

New Employee Orientation: An activity that is part of the larger process of onboarding (welcoming and 
integrating) a new employee to DHS. New employee orientation content and activities will vary depending on 
the person’s role at DHS. 

Onboarding: This is the process of welcoming and integrating new DHS staff to the department and orienting 
them to their positions so they can engage and become productive as early as possible. Many people and 
activities contribute to successful onboarding, although the supervisor’s or manager’s role is primary. New 
employee orientation is only one onboarding activity. The onboarding period begins when a job offer is 
extended and continues until the new employee completes probation. 

Supervisors: A subset of DHS employees who have supervisory responsibilities to employees who report directly 
to them. 

Volunteer: A person who is supervised by a DHS employees and who provides some unpaid service to DHS, 
usually on a regular schedule. 

Policy Contacts: 

Name: Craté Darden, Director of Talent Management and Development 
Phone: 651-382-6762 

workplace_policies@state.mn.us 

Policy History: 

Version 1.0 
02/28/2019 (Initial Release)  

https://www.revisor.mn.gov/statutes/?id=43a.21
https://www.revisor.mn.gov/statutes/cite/246.014
mailto:Crate.T.Darden@state.mn.us
mailto:workplace_policies@state.mn.us
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This policy and its procedures remain in effect until rescinded or updated.  
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