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IN THIS GUIDE: 

 Overview of Ambassador time commitment & schedule demands 

 Daily breakdown, including: 

 Summary of daily schedule & materials  

 Outline of duties by day 

 List of materials & handouts for new employees 

 Required preparation & follow up 

 Facilitator’s guides  
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Welcome Week | Ambassador Overview of Responsibilities 

THE ROLE OF THE AMBASSADOR: 

The Ambassador is the first connection new staff have to Health Services.  

This important role promotes the vision, mission and values of Deschutes 

County and the Health Services department.  The Ambassador provides new 

staff with historical tidbits, current programs and an understanding of 

public service to our community members. 

 

As an ambassador, you can hope to have an opportunity to further 

develop some key skills such as:  

 Leadership & Mentorship—When you are the Ambassador, you truly are leading these new 

employees through orientation.  

 Facilitation—You will see these individuals every day for a facilitated discussion in one 

capacity or another.  

 Organizational Knowledge—As the Ambassador, you will tour facilities, learn alongside new 

employees about all of the programs and services offered by Deschutes County Health.  

 Self-Management— Enhance your personal credibility by demonstrating self-direction, and 

time management skills.  

 

Thank you for committing your time and energy to supporting our new 

employees as they join the Deschutes County Health Services Team! 
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Welcome Week Schedule | Day 1 

Today’s Prep & Materials Checklist: 

 List of new employees with sign in & contact info sheet 

 Flip Chart to post “Welcome New Health Services Employees, Please check in here.” 

 Orientation Binders (one per person) 

 Know where to locate the DCHS Welcome Discussion Presentation for the afternoon session 

 Copy of the Facilitator’s Guide for the afternoon Session (in this packet) 

Ambassador segments of the schedule are reflected in green. 

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.  Interns should follow the alternate schedule 
provided (see below) 

12:30pm—1:30pm Lunch Break   

1:30pm—2:30pm Risk Management Training 

Interns are asked to join this session 

Allen Room, 2nd Floor 

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 

Intern Alternate Schedule: 

9:30am—10:30am This segment is exclusively for Interns.  

Intern Orientation | Meet & Greet 

Meet in Entry lobby—Will then be in the Intern Hub, 2nd floor 

10:30am—12:30pm Computer Training Time 
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Tips & Tricks: 

 Remember, this is their DAY ONE with the county. Be sure to share with them what you love most about 

working here!  

 

8:00am—9:00am 

Meet & Greet:  

2:30pm—4:30pm 

Welcome Discussion & Manager Meet and Greet: 

Please Bring: 

 List of New Employees/Sign in sheet 

 Orientation Binder 

Ambassador Duties: 

 Greet each new employee introducing yourself and explaining your role for the week. 

 Facilitate introductions among the group.   

 Provide each of them with their orientation binder & instructions for the day. 

 Send them off. Make sure they know where to go, what time they are expected and who to connect 

with when they get there.   

Please Bring: 

 Your Facilitator’s Guide (see next page) 

Ambassador Duties: 

 2:30pm- Take 20 minutes to review the Welcome Week Schedule and binder contents with the 

group. 

 2:50pm—Present the DCHS Welcome PowerPoint to the group. (see next page) 

 Using the facilitator’s guide on the next page, lead a discussion about our organization 

and culture at DCHS. (approx. 30 min) 

 3:20pm—take a few minutes to review the day 2 schedule. Make sure that all staff know where they 

are to meet in the morning.  

 3:30pm—Facilitate the Management team meet & Greet 

 

Give the new employees your contact information  and 

instructions for who to call should they need to advise 

anyone of unexpected events  

(sick calls, late arrivals, etc.) 
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Facilitator’s Guide | Welcome Discussion  

After viewing the welcome video as a group, please use the following questions to 

generate a group discussion. 

Using the PowerPoint Presentation provided,  review the slides and 
lead discussions using the questions in the presentation. 

PowerPoint Slides Outline: 

1. Mission 

2. Vision 

3. Values 

4. Strategic Goals 

5. How do you believe your role will contribute? 

6. Trauma Informed Care 

7. Have any of you had T.I.C. training before? 

8. Trauma Informed Care Video Sample (link to video is in PowerPoint)—stop 
the playback at 5:40  

9. Trauma Informed Care Workgroup 

 

Following the PowerPoint Slides, lead a discussion about what it 
means to be a Public Servant.  

Please be prepared to share your own personal perspective on 
being a public servant and why you choose to do so.  
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Today’s Prep & Materials Checklist: 

 Welcome Back—Day 2 Facilitator’s Guide (in this packet) 

 Blank flip chart paper & Flip Chart Markers 

 Facility Tour Schedule & Tour Guide Names 

 Make sure that a schedule of new hire trainings & trainer contact info is left with the group 

when you leave 

 Also review Information for tomorrow: 

 Schedule Review 

 Instructions on when and where to meet tomorrow 

Ambassador segments of the schedule are reflected in green. 

Welcome Week 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 

 Facilitated Discussion: What do you hope to get out of this week? 

Location Tours: 

 Main Building 

9:30am—11:30am New Hire Trainings 

 Crisis (30) Holly McCown 

 Fiscal Team Introduction (15)  Vicki Shaw & Loretta Gertsch 

 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 
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Tips & Tricks: 

 Take the time  after today’s welcome back discussion to identify if there is anything additional that the 

group hopes to get out of the week which you can provide for them. Share any helpful feedback from to-

day’s discussion with their supervisors. 

8:00am—8:30am 

Welcome Back | Facilitated Discussion:  

8:30am—9:00am 

Facility Tour: 

Please Bring: 

 Flip Chart Paper (1 piece) 

 Flip Chart Markers 

 

Ambassador Duties: 

 Using the facilitator’s guide on the next page, lead a brief 10-15 minute discussion about 

their first day and what the new employees hope to get out of this week. 

 Capture their responses on the flip chart, you will revisit these ideas with them on the last 

day of Welcome Week. 

Please Bring: 

 Facility Tour Checklist 

 

Ambassador Duties: 

 Meet up with the designated Facility Tour Host 

 Together with the host, provide a tour of each of the buildings along with a brief over-

view of the teams & services located within the location. 
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Capture what the group comes up with today on a flip chart. You will bring this 

back at the end of the week so be sure to hold onto it. 

 Take the first few moments to share some overnight thoughts and re-

flect on their experiences from day 1. 

 How was their 1:1 time with their supervisors? 

 Did they meet any of their teams? 

 Did they all get a chance to see and start settling into their workspace? 

 Ask the group members to share their answers to the following 

question. Capture their responses on the flip chart. 

 

 

 

Q:  What do you hope to get out 

of this first week of training? 

Tips & Tricks: 

 If the group has trouble getting started, here are some things you can throw out for consideration: 

 Learn your way around 

 Get to know  our array of services 

 Understand the organization’s structure 

 Hear about our department’s mission, vision & values 

 Make some peer acquaintances 

Facilitator’s Guide | What do you hope to get out of this week?  



10 

Check Point | Ambassador email to direct supervisors 

Send out a quick email to all of the direct supervisors of the 

new employees With the following information: 

 Introduce yourself & Let them know you’ll be serving as the 

Ambassador this week.  

 Give them a quick recap of Day 1 & Day 2. 

 Let them know what is on the agenda for day 3. 

 Remind them that they should be referring to their 

Supervisor’s Roadmap for instructions and resources to help 

them do their part during Welcome Week. 
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Today’s Prep & Materials Checklist: 

 Facility Tour Schedule & Tour Guide Names 

 Make sure that a schedule of new hire trainings & trainer contact info is left with the group 

when you leave 

 Review Information for tomorrow 

Ambassador segments of the schedule are reflected in green. 

Welcome Week 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) 
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8:00am—8:15am 

Welcome Back: 

8:15am—9:00am 

Facility Tour: 

Please Bring: 

 (see facility tour materials below) 

 

Ambassador Duties: 

 Take the first few moments to share some overnight thoughts and reflect on their 

experiences from day 2. 

 How were their new hire trainings? 

 How did they each spend their afternoons? 

 Did they meet anyone new? 

 Have they all received their schedule for week 2? 

Please Bring: 

 Facility Tour Checklist 

 

Ambassador Duties: 

 Meet up with the designated Facility Tour Host 

 Together with the host, provide a tour of the building along with a brief overview of the 

teams & services located within the location. 

Tips & Tricks: 

 Keep a running list throughout the week of any questions, concerns or feedback that come up. You can for-

ward this onto their direct supervisors and/or to the  Workforce Development committee if applicable. 
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Today’s Prep & Materials Checklist: 

 Facility Tour Schedule & Tour Guide Names 

 Make sure that a schedule of new hire trainings & trainer contact info is left with the group 

when you leave 

 Review Information for tomorrow 

Welcome Week Schedule | day 4 

Ambassador segments of the schedule are reflected in green. 

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) 
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8:00am—8:30am 

Welcome Back: 

Please Bring: 

 (see facility tour materials below) 

 

Ambassador Duties: 

 Take the first few moments to share some overnight thoughts and reflect on their experiences 

from day 2. 

 How were their new hire trainings? 

 How did they each spend their afternoons? 

 Did they meet anyone new? 

 

Tips & Tricks: 

 Check in with your facility tour host for tomorrow  to confirm when and where you will meet. 

 Let them know that tomorrow they will be asked to provide feedback on the orientation and welcome week 

process. Ask that they consider ways we might improve the process, reduce confusion, etc. 

8:30am—9:00am 

Facility Tours: 

Please Bring: 

 (no materials needed) 

 

Ambassador Duties: 

 Meet up with the designated Facility Tour Host 

 Together with the host, provide a tour of the building along with a brief overview of the 

teams & services located within the location. 
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Check Point | Ambassador email to direct supervisors 

Send out a quick email to all of the direct supervisors of the 

new employees With the following information: 

 Give them a quick recap of Day 3 & Day 4. 

 Let them know what is on the agenda for day 5. 

 Remind them that staff who require system training should 

have their schedules for any scheduled EHR training and will 

be looking to the supervisors for instructions on how to 

spend any additional time. 

 Remind them that they should be referring to their 

Supervisor’s Roadmap for instructions and resources to help 

them do their part during Welcome Week. 
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Welcome Week | Day 5 

Today’s Prep & Materials Checklist: 

 Welcome Back—Day 5 Facilitator’s Guide (in this packet) 

 Flip chart with notes from day 2 exercise 

 Welcome Week feedback survey—In pocket of binder 

 Facility Tour Schedule & Tour Guide Names 

Welcome Week Schedule | Main Clinic Day Schedule                       day 5 

Ambassador segments of the schedule are reflected in green. 

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) 
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8:00am—8:30am 

Welcome Back | Facilitated Discussion:  

8:30am—9:00am 

Facility Tour: 

Please Bring: 

 Flip chart from day 2 Welcome Exercise 

 

Ambassador Duties: 

 Take the first few moments to share some overnight thoughts and reflect on their 

experiences from the week.  

 What was their favorite part of this week? 

 What kinds of things did they learn about DCHS that they didn't know before? 

 Using the facilitator’s guide on the next page, review the flip chart list that was created in the 

day 2 Welcome Exercise. 

Please Bring: 

 Facility Tour Checklist 

 

Ambassador Duties: 

 Meet up with the designated Facility Tour Host 

 Together with the host, provide a tour of the building along with a brief overview of the 

teams & services located within the location. 

Tips & Tricks: 

 This is the final day, it might be good to encourage your group to keep in touch with each other following 

their orientation regardless of how closely they might work together. 

 Encourage group members to exchange contact info. If all are comfortable with this, you can make copies of 

the sign in sheet for everyone. Make sure you have consent from the group first. 

 Send a recap with any useful information or takeaways  to the direct supervisors. 
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Using the flip chart that the group created on Day 2, take a look at what 

the group identified as what they hoped to get out of this week. 

1. Did they get everything that they wanted to out of this first week with 

Deschutes County Health Services? 

2. Is there anything that we can offer follow up or additional resources 

on? 

3. Any other thoughts from the week that they would like to share? 

 

 

 

 

 Make sure that they have all received their schedule for week 2. If they have 

not, please help make sure they get it. 

 Thank each of them for participating in this experience. We hope it has left 

them as excited to be a part of this organization as we are to have them! 

 Provide them with the Welcome Week feedback survey and allow them about 

5-10 minutes to complete it before moving onto the location tour.  

Facilitator’s Guide | Did we cover everything you wanted this week?
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Check Point | Ambassador email to direct supervisors 

Send one final email to all of the direct supervisors of the new 

employees With the following information: 

 Give them a quick recap of Day 5. 

 Let them know if there were any questions or requests that 

came up throughout welcome week that they will need to 

follow up on with their new employees. 

 Remind them that they should be referring to their 

Supervisor’s Roadmap for instructions and resources for 

instructions on how to take the Orientation & Onboarding 

process from here. 

 

 


