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NEW EMPLOYEE
ORIENTATION CHECK SHEET
INSTRUCTION:  The above named employee should be familiar with the following points as applicable to the new position.  The supervisor is responsible for the orientation and should sign the form.  This form will be incorporated in the supervisor's personnel file on the employee.
1. Give a tour of the facility (location of rest rooms, vending machines, break room) and immediate area.  Explain where to eat (cafeteria, special areas for those carrying lunch).  Show location of bulletin boards and appropriate posting.
2. Introduce the new employee to other staff members.
3. Give an overview of the office's function and structure.  Show the employee an organization chart.  Explain the relationship of the office with other offices and how the office supports the Garrison/IMCOM mission.
4. Explain local ground rules (rules and regulations pertinent to the specific organizational element) including the following:
a. Work hours: starting/quitting time and lunch break.
b. Chain of command.
c. Customer service philosophy.
d. Office organization (files, supplies, equipment).
e. Explain regulations governing the use of the telephone, e-mail and Internet.
5. Explain the procedure(s) for requesting/reporting hours (ATAAPS, OT, Comp/Travel Comp).
6. Explain how leave is requested/granted.  Explain the various types of leave, FLSA entitlements.
7. Provide employee a copy of their position description and SF50, explain job-specific requirements.  Provide instructions on accessing eOPF.
8. Explain probationary period requirements as appropriate for individual employee's situation.
9. Provide information regarding development of Performance Standards, Performance Rating dates, etc.
10. Explain procedures to be followed in the event of employee injury or illness.
12. Explain local safety rules and accident reporting procedures, including OSHA rights and responsibilities. (AR 385-10)
11. Explain policies, responsibilities and procedures in regard to employee training and development.  Contact Workforce Development for TED account build and required/mandatory training.
f.  Direct employee's to where Installation/Garrison/Directorate policies, procedures and standard operating procedures (SOP's) are located. 
14. Explain traffic regulations, parking regulations, traffic patterns, personally owned weapons policy and access control.
13. Explain security regulations for employees (i.e., securing personal and government property).
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a.  Determine if the employee needs a building access badge and/or if the employee has one, get it coded for building access. Access is given by the appointed Primary and/or Alternate Simplex Electronic Key Custodian for the building.
15. Explain fire and emergency evacuation as well as shelter-in-place procedures.
16. (If applicable) Identify Union; ensure employee receives union contract and introduce union representative.  Union Rep Initials __________. 
17. Provide information regarding avenues for filing complaints (Inspector General, Equal Employment, Union Grievance, etc.).
18. Ensure employee attends the MWR sponsored Newcomer's Orientation tour within three months of arrival.
Remarks:
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19. Schedule an in-brief  with the Garrison Commander (GC) and/or Deputy Garrison Commander (DGC).
RIA FORM 600-1, Aug 2015
9.0.0.2.20120627.2.874785
	TextField1: 
	CheckBox1: 0
	CheckBox2: 0
	CheckBox3: 0
	CheckBox4: 0
	CheckBox5: 0
	CheckBox6: 0
	CheckBox7: 0
	CheckBox8: 0
	CheckBox9: 0
	CheckBox10: 0
	CheckBox11: 0
	CheckBox12: 0
	CheckBox13: 0
	CheckBox14: 0
	CheckBox15: 0
	CheckBox16: 0
	CheckBox17: 0
	CheckBox18: 0
	CheckBox19: 0
	CheckBox20: 0
	CheckBox26: 0
	CheckBox21: 0
	CheckBox22: 0
	CheckBox23: 0
	CheckBox24: 0
	TextField2: 
	TextField3: 
	TextField4: 
	TextField5: 
	TextField6: 
	CheckBox25: 0



