
Welcome to the CSSR
New Employee Information

Welcome to the Center for Social Services Research!!

Signing Up
Since you have been hired by CSSR, your first important step is to contact Lia Germain at 120 Haviland Hall, School of Social Welfare, who will help you fill out the necessary "introduction" papers, so you will be "signed up" and on the payroll.  You can reach Lia at 2-5568 to make an appointment.

Paperwork
Please fill out the attached personal information form and confidentiality form located at the end of this document and return them to Susan immediately.  (If possible, include a copy of your most current resume to have on hand.)  

Weekly Schedule
There is a weekly schedule located on the front desk that should be kept up-to-date for both your benefit and that of your co-workers.  Each week, please write in pencil the hours you intend to work and make revisions when necessary.  Attending to this task will let others know when you will be in, when you are out, when you are working at home (WAH.)

Time Sheets
Time sheets are collected once a month (staff time sheets and percentage student timesheets are due to Susan by the last day of the month.  Hourly student timesheets are due to Susan by the 15th of each month).  You will find a blank timesheet magically appearing in your mailbox at the beginning of each month.  Please fill it in and give it to Susan (or to Jhiah Chang if you work for the aging projects.)  We will move it along, getting the required signatures and sending it to personnel for your convenience.  Submitting your timesheet ON TIME is your responsibility!

Mail

If you need to send mail to other Campus locations, write the name of the person to whom it is going, the department, the Campus address, and the mail code on either a yellow Campus Mail envelope or a regular envelope with “Campus Mail” written on it.  Always be sure to use the appropriate four-digit mail code that can be found in the Campus Directory.  Leave the mail in the appropriate box on the counter between the two sets of staff mailboxes, across from Susan's desk or take it directly to out-going mail in Room 120. 

The Campus Mailing Division will process your outgoing (off-campus) mail.  Project Directors are supplied with bar-coded mailing stickers that are used in lieu of stamps.  Be sure that you place the mailing sticker in an acceptable location on the envelope, instructions can be found in the Procedures Binder in the front office.  For large envelopes, use a CSSR mailing label.

We have accounts with Federal Express and UPS.  Due to cost concerns Federal Express and UPS orders should be pre-approved by your Project Director.

Do not purchase stamps from the post office, as we will not be able to reimburse you for those expenses.

When giving someone your mailing address, use:

Center for Social Services Research
or       
Aging Services Research Group

School of Social Welfare



Bay Area Social Services Consortium

UC Berkeley




Child Welfare Research Center

120 Haviland Hall #7400



Health Research Group

Berkeley, CA 94720-7400


Mental Health Research Group

(and the address listed on the left)

Telephones
The CSSR Administrative Team has developed guidelines for answering the front office telephone, which will be incorporated into the CSSR procedures manual.  Here are the main points about the procedures:  1) When answering the phone, speak slowly, clearly and be professional at all times.  The best and most efficient identifying information is “Center for Research.  This is (your name.)”  2) Front desk staff are not responsible for knowing everyone’s daily schedule nor expected to find people.  Calls will be transferred to the person’s line/voice mail.  Callers will be assured that staff check their messages regularly.  (If you are expecting return calls or other time-sensitive calls and will be going on vacation or otherwise unavailable to check voice mail, notify your P.I. or Project Director to be sure that someone is monitoring  calls.)

If you are working for a research group within the Center, when you answer your own phone,  address the caller with the name of your research group and your name (for example, “Aging Services Research Group, this is                    .”).

Please answer all phones courteously.

Sometimes your research work may include telephone calls placed from your home.  If you make any toll/long distance calls from your home, keep a log of the calls, including the phone number, date, and name of the person or agency you called.  This log must be turned in to Huy along with your ORIGINAL phone bill for reimbursement.  Please initial each page of the phone bill statement and mark all calls that pertain to research.
Voice Mail
All phones in the Center are equipped with Voice Mail; a flier about how to use voice mail as efficiently and effectively as possible is available on request.  You will be assigned a phone when you begin your employment with the Center and must record a voice mail message.  All messages should be fairly similar; the caller should hear your name, along with your affiliation.  The following is an appropriate example:

Hello, this is                     at the (Health Research Group, Aging Services Research Group, etc.).  I am not available to take your call but please leave a message and I will return your call as soon as possible.  If you need immediate assistance, please dial 03 for secretarial assistance.
Please check for messages regularly as this is the principal means of communication when personal meetings cannot be arranged between staff.  Also, please check messages throughout the working day, as you may leave the Center for a short period and receive a call.  Administrative staff will not, generally, be taking messages for staff, but will forward callers to your phone.

Requesting Office Supplies
Write your purchase request on the form entitled "Requests for Supply Ordering," located on the cabinet door in the copy room.  Include your name, the date, a description of what you are ordering, the quantity you need (ex. 1 each, 1 box, etc.), and the item number, which can be found in the Office Depot Catalogue at the front office. Your project name and Fund number, if you know it. Please allow ample time to receive the items you request (anywhere from two days to three weeks).

Food
You may not purchase food for research projects unless you have prior authorization from the dean.  If you purchase food with your own funds, without prior approval, we cannot reimburse you for your expenses.
Travel Reimbursements

Request for reimbursement of expenses for any kind of research-related travel must include necessary documentation and ORIGNAL receipts.

Please see the Procedures Manual for complete instructions pertaining to travel reimbursements and pre-approved travel.

Keys
You may request an office door key from Susan, who will ask you (and your supervisor) to sign a key control agreement.  (Please, carefully read the "Office Security" section of this document.)  All staff and students must follow strict key control policies and may not share or lend keys to unauthorized persons.

A building key, access to Haviland Hall, and Room 13 key may be obtained from Adriana at the SSW front desk in Room 120.  A memo written and signed by your P.I is required.  It should briefly explains your need for a key.

Office Security
Please keep the front door to the suite unlocked during business hours (8:30 am. to noon and 1:00 pm to 5:30 pm week days).  This door must remain locked at all times between 5:30 pm and 8:30 am (week days), locked when you are here alone, and locked when no one is watching the door.  Also, keep it locked during the weekend.  

If you are the last to leave your office, you are responsible for locking the window, lowering and closing the blinds, turning off the lights and locking the door.  If you are the last one to leave the suite, make sure that the copy machine, shredder and coffee pot are turned off and that all lights are off.  Once ALL windows and doors are closed and locked, then you can activate the alarm and secure the main door to the suite.

Non-CSSR Work
We wish to accommodate everyone's needs, however, because of wear and tear on our equipment and the large expense of supplies and maintenance, we have to request restrictions.

External work done on the computer, not specifically related to your work here at CSSR, is possible, although limited access is available.  Our priorities are as follows:

· External work is permitted before or after our regular office hours, 8:30 am to 5:30 pm.

· All outside work should be stored on floppies, and not put on the hard disk.

· Bring in your own supply of paper on which to print your work.

· Photocopies of non-CSSR work should be made at a local copy store at the individual's personal expense.

Confidentiality

The importance of maintaining the confidentiality of all of the data collected in our shop cannot be overemphasized.  That rule is generally important in research, but because our research deals with sensitive topics and/or vulnerable groups, the importance of confidentiality is especially acute.

Please remember the following:

· Try to minimize the possibility that anyone can glance at the names and/or addresses of clients who may be participants in any of our studies.

· If you are receiving a fax from a county pertaining to the names of clients, please ask the county contact to call you (or Lynn) in advance of transmittal so that you (or Lynn) can be waiting for it upon its arrival.  Faxes that include clients’ names should never be waiting in the fax machine.

· Please do not ever fax the names and/or addresses of clients who may be participating in any of our studies to anyone.  If county personnel request information pertaining to clients in our study, and if that request is part of the original agreement with the county, please send that information to the county personnel in a sealed, confidential envelope.

· Lists of clients that may be involved in any study should be kept in sealed envelopes when shared between staff.  They should not be left sitting in mailboxes without the cover of a sealed envelope.

· Do not attach consent forms to data if possible.  When that is unavoidable, data should be transmitted to others in sealed envelopes.

· Participants who may need compensation for their participation should be a top priority for secretarial staff.  These names should not be left out in mailboxes or on the typewriter.

· The check request form should be executed quickly, given to the P.I. for signature in a sealed envelope, and then sent on for payment out of our office.  Names should not be left “out” for others to see.

· If you are discarding names and/or addresses of clients, please tear or shred the material before disposing of it in the garbage.

· Names and/or addresses of participants should always be kept in a separate storage box/container from the actual data collected.

Computer files that include the names and/or addresses of clients participating in our studies should be “password protected” in order to reduce the possibility that others will have access to this information.

All staff and students associated with data collection of any kind should sign the attached Confidentiality Agreement and return it to Susan for filing.  The agreement indicates your willingness to fully maintain the confidentiality of all data you may come across in your work at the Center.  If you have any questions or concerns about your ability to maintain full confidentiality of study subjects, please contact Jill immediately for discussion.

We're glad you're here!

CENTER FOR SOCIAL SERVICES RESEARCH

Key Control Policy 

& Security Information

Security issues are extremely important and will be taken very seriously by the Director.  We are located in a host setting where few individuals have building access.  We will be given access to the building as long as we strictly control security.  Security breeches may result in loss of access to this building, reducing our flexibility in meeting individual schedules.  We have machinery sensitive data, dissertations, and other treasures in our midst.  Please be extremely vigilant in preventing their loss or damage.

Center for Social Services Reasearch

The Center door is unlocked from 8:30 a.m. to noon and 1:00 to 5:30 p.m. on weekdays.  It is locked on weekends.


CSSR Keys

· All CSSR staff, with their project directors approval, may obtain a key to the main door of the CSSR by contacting Susan Katzenellenbogen.  You and your P.I. will be asked to sign a key control agreement.

· Doors to the perimeter offices are keyed separately from the front door.  The same key control policy holds for these offices as for Haviland Hall and the main CSSR door.

CSSR Alarm

We have an alarm system provided by the University Police.  Instructions relating to the alarm will be given to you when you receive your key.  False alarms are extremely costly.  We must do everything possible to avoid false alarms.  All employees of the Center will be given one “free” false alarm.  If an employee trips a second false alarm, he/she will be charged $50.00.  If a third false alarm occurs, the employee will lose his/her privileges for after-hours access to the Center.

Haviland Hall

The Center for Social Services Research is located in Haviland Hall.  The main doors to the building are open during the following hours when the University is in session:

Monday – Thursday 
7:30 a.m. – 7:00 p.m.

Friday


7:30 a.m. – 5:00 p.m.

Saturday

1:00 p.m. – 9:00 p.m.

Sunday

Closed

During holidays and the summer, hours may be reduced.

· Janitorial staff occupy the building from 5:00 p.m. until 1:00 a.m.  It is not advisable to remain in the building after these hours.

· We urge you to conduct your work with the Center during hours when Haviland is open.  This will give you easy access to the Center and will ensure that others are present in the building.

Building Keys

· All CSSR staff and advanced doctoral students may request a building key from Adriana at the School of Social Welfare reception desk, 120 Haviland Hall,  if they have a compelling reason to be in the CSSR office after the building has closed.  Please do not request a key unless you believe it is required for your work at the CSSR.  You will be asked to sign a separate key control agreement, which will be kept on file in that office.

· All individuals given a key to the building must abide by the conditions listed below.  Failure to comply with these conditions will result in the loss of key privileges.  Your signature indicates that you agree to all of these conditions.

Safety, Security, and Leaving the Building After-Hours

ALL WINDOWS AND DOORS MUST BE SECURELY CLOSED AND LATCHED AT THE END OF THE WORK DAY.

THE LAST INDIVIDUAL TO LEAVE THE OFFICE (NO MATTER WHAT TIME OF DAY) WILL BE RESPONSIBLE FOR CHECKING ALL DOORS AND ALL WINDOWS.  (Windows must be pushed to ensure that they are securely fastened.)

· For your own safety, as well as building security, never prop open any of the main doors to Haviland Hall after the building has been locked.
· Please use the buddy-system whenever possible if you leave the building at night.  Haviland Hall is located in a remote setting.  Although we believe it to be largely safe, please exercise night safety precautions.  For those individuals who leave the building at night alone, you may contact the University’s escort service and someone will come to walk you to your destination. (2-9255)

Lost Keys

A lost key is a serious breach of security for you and your colleagues.  A lost key may result in your loss of privileges.  You will be charged $2.00 for every lost key, and a police report will need to be completed.

Please fill out the following form and return it to Lynn:

	Name:
	
	

	
	Last
	First

	Address:
	 

	
	Street

	
	 

	
	City
	Zip

	Birthdate:
	 
	

	Phone #:
	 
	
	Email:
	 

	

	Person to notify in case of emergency:

	 

	Name
	Relationship

	Emergency Phone #:
	 
	

	

	Social Security #:
	 
	

	UC Employee #:
	 
	

	Project on which you will be working:
	 
	

	Automobile License #:
	 
	


Thank You!

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

KEY CONTROL AGREEMENT

1. I will report the loss/theft of any UCB key immediately to my supervisor and to the University of California Police Department.

2. I will not lend out or give any issued UCB key to anyone.

3. I agree to return all UCB keys to Susan Katzenellenbogen when I no longer have use for them, and/or to any university police officer of proper authority immediately on demand and/or upon separation from my employment with the School of Social Welfare.

4. I understand that any fees assessed will show on my CARS statement, and failure to pay these fees may block my registration and/or withhold my transcripts upon graduation.

5. I will not duplicate or allow anyone to duplicate any UCB key entrusted to me.

NOTE:  California law makes it a misdemeanor to knowing duplicate, cause to duplicate, or have unauthorized possession of any key to a building owned, operated, or controlled by the State of California.

HAVING READ THE ABOVE KEY CONTROL AGREEMENT, I AGREE TO ALL THE CONDITIONS.

	Recipient’s Name
	Key #’s

	Recipient’s Signature
	Date

	Supervisor’s Signature
	Date


STATEMENT OF CONFIDENTIALITY

I am an employee of  the Center for Social Services Research (CSSR) at the School of Social Welfare, U.C. Berkeley.  Over the course of my employment at the CSSR I realize that I will come in contact with data that is highly sensitive in nature.  I realize that as a responsible researcher it is my duty to maintain the full confidentiality of the information I coolect during the course of this research.  This includes information collected during face-to-face interviews with clients of social welfare systems, telephone interviews, case record reviews, and contact with administrative data.  I will not disclose information pertaining to the data I collect to my friends, family members, nor any other individuals with whom I associate.

This agreement will remain in effect throughout my employment with the Center for Social Services Research.

	 
 


	Full Name (printed)

	

	 
  

	Full Name  (signature)

	

	 
  

	Date
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