County of San Bernardino

Department of Behavioral Health
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Dear      ,


	Welcome
	Welcome to Behavioral Health.  We are pleased to extend this tentative offer of employment, contingent upon your successful completion of your department’s pre-employment requirements. The following information is provided to help make your transition to County employment a smooth one.  


	Pre-Employment Requirements
	Your employment with Behavioral Health is contingent on the following:

· Passing a pre-employment medical examination;

· Verification that you are authorized to work in the United States by providing acceptable documentation such as: your drivers license, social security card, birth certificate or receipt that you have applied for your social security card or birth certificate.  The name that appears on the documentation must match the paperwork and be your current name; 

· Additional pre-employment requirements established by your department.
You have already passed all the requirements


	Start Date
	Assuming all pre-employment requirements have been met, your first day of work will be      .


	Title and Pay Rate
	As a       your beginning rate of pay is $       / hour. You will serve a probationary period during which you will receive performance feedback in the form of one or more probationary progress reports.


	Where To Report
	The following information outlines where to report and when:

· On      , you will report to the Robert A. Covington Board of Supervisors Hearing Chambers, 385 N. Arrowhead Ave. San Bernardino, 92415, for County New Employee Orientation.  More information is given below. 

· On 


Continued on next page
	New Employee Orientation
	New Employee Orientation is a day packed with information to make your transition to County employment a pleasant one.  You will learn about the many programs and benefits available to you and your dependents.  You will also learn what you can expect from the County as well as what the County expects of you.  

Time:
Registration begins at 7:45 a.m. and the program runs from 8 a.m. to 4:45 p.m. Please be prompt.

Dress:
Business casual (no shorts, tank tops, beach shoes, caps)
Location:
County Government Center Robert A. Covington Board of Supervisors Hearing Chambers (A map with directions is attached.)

Refreshments:
No Food or Drinks are allowed in the Board Chambers.

Lunch is provided to each attendee.


	Pay Day
	The County is on a bi-weekly pay schedule.  You can expect your first paycheck on Wednesday,      , which is the pay date for the first bi-weekly pay period you will complete.


	Direct Deposit
	The County requires all employees to have direct deposit of their paychecks.  You will be asked to identify the financial institution to receive the electronic transmittal of your check. You will need to bring a check or letter from the financial institution that shows your account and routing numbers available at Behavioral Health orientation. Your first paycheck will be mailed to you while the account information is being verified; the subsequent paychecks will be direct deposited.


	Contact Information
	If you have any questions regarding your employment or orientations, please contact Payroll at 382-3025.


	Dbh Orientation Requirements
	· Please bring two (2) forms of employment eligibility verification documents to the orientation. Examples of acceptable documents are some of the following: 

· US Passport, Employment Authorization Document (form I-766),

· Un-expired Employment Authorization Card (form I688-A)

· Alien Registration Receipt Card

· Driver’s License

· ID Card

· School ID with Picture

· U.S. Military Card

· Native American Tribal Document

· Social Security Card 

· U.S. Citizen ID card

· Dress code for DBH Orientation is Professional.

· You must be on time. If you are more then 15 minutes late, you will not be admitted into orientation and will not be compensated for your time. 

· If adding your spouse or dependants to your medical and/or dental insurance please bring a copy of your marriage license/certificate and the children’s birth certificates.

	PLEASE NOTE THAT PROOF OF ELIGIBILITY TO WORK IN THE UNITED STATES MUST BE SUBMITTED WITHIN 3 DAYS FROM YOUR HIRE DATE. THE DOCUMENTATION WILL BE COPIED AT BEHAVIORAL HEALTH ORIENTATION. BE PREPARED WITH THE ITEMS OR YOU ARE SUBJECT TO TERMINATION.


Directions to County of San Bernardino New Employee Orientation
County Government Center Robert A. Covington Board of Supervisors Hearing Chambers

385 N. Arrowhead Ave. 

San Bernardino 92415
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From I-215  North Bound Freeway
· Take the I-215 Freeway 

· Take the Second St exit
· Continue east bound on Second St

· Turn left on Arrowhead Ave
· The Government Center will be on your right hand side

· Please note where you park, some spots are designated permit only while others are 2 hr only.

From I-215 South Bound Freeway

· Take the I – 215 Freeway south towards Riverside/San Bernardino
· Exit 5th street, exit towards Civic Center
· Turn right on north H St
· Turn left on west 5th St
· Turn right on N. Arrowhead Ave
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