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COMMANDER, NAVY REGION SOUTHWEST

CHECKLIST FOR NEW EMPLOYEE ORIENTATION 
As a supervisor, you are responsible for providing a workplace orientation to employees new to your organization.  This checklist will assist you in that process.  It is preferable that this orientation session take place as soon as an employee reports for duty or at least within the first week.  Be sure to allow opportunities for questions during the session.

 1.  Command/Facility

· Discuss the CNRSW organization using the brief located at http://www.cnrsw.navy.mil/hrocnrsw/New Employee Orientation/newemployee.ppt. 

· Explain your immediate organization, its function and goals, and the purpose of the employee's position.

· Explain chain of command procedures.

· If the employee's position is in a bargaining unit, provide a current copy of the collective bargaining agreement (CBA) if required by that CBA and HRO has not already provided.

· Mention the CNRSW website for CNRSW information including the HRO website as well as links to the HRSC-SW and DON HR websites.


 2.   Job

· Explain the employee's job/position description and provide a copy. 
· Identify key areas where the employee should focus and your expectations from the employee.
· Explain internal/external customers and relationships.
 3.   Training

· Discuss opportunities, policies and programs including any mandatory training.

· Explain procedures for requesting training.

· Explain the Tuition Reimbursement Program.  See CNRSWINST 12410.1B. 

· Develop Individual Development Plan as needed.

 4.   Work Performance

· Discuss the performance appraisal process and ratings.

· Discuss work goals for the employee, set the performance plan, and provide a copy.

· Discuss employee recognition policy.

 5.   Work Hours

· Explain work schedule, hours, and availability/non-availability of Alternate Work Schedules (AWS).
· Discuss the need for punctuality.

· Explain lunch break policy.

· Explain internal timekeeping procedures/introduce timekeeper.

· Timekeeper will explain how to resolve pay issues, provide name of Customer Service Representative and handout located at http://www.cnrsw.navy.mil/hrocnrsw/New Employee Orientation/CNRSW PAY ISSUE MATRIX.doc.


· Timekeeper will provide information on Employee/Member Self Service (E/MSS) using handout located at http://www.cnrsw.navy.mil/hrocnrsw/New Employee Orientation/EMSS FLYER TO HRO.ppt.


 6.   Requesting Leave

· Explain leave policy and procedures for requesting sick and annual leave.  Note leave accrual rate and the need for advance planning if large amounts of leave, i.e. "use or lose".
· Provide information on obtaining Leave Request Form (Office of Personnel Management (OPM) Form 71, formally Standard Form (SF) -71), electronic and hard copy.
· Discuss the call-in requirements for unplanned leave requests, and provide call-in contact information, i.e. phone numbers.
 7.   Security

· Show employee where to get an identification badge and vehicle decal.

· Discuss badge replacement.

· Explain parking policy including disabled parking.

· Explain possibility of gate, entrance, and physical searches.

· Explain Drug Free Workplace Program, and indicate whether employee is in a Testing Designated Position (TDP).

· Discuss unauthorized removal of government property.

· Explain no weapons aboard Naval facility policy.

· Required safety equipment for motorcycles, bicycles, if applicable.

· Ridesharing/mass transit policy and carpools and explain transit subsidy.

 8.   Computer Security

· Discuss Information Systems Security (INFOSEC).  See CNRSWINST 5239.1A.

· Explain hardware and software use and virus protections.

· Explain copyright law restrictions, i.e. don't republish copyrighted material without permission. 

· Electronic mail (e-mail) use and misuse.

· Discuss Internet access - Explain use and misuse.  


· Discuss the procedures for relocation of computer equipment. 

· Explain security incident reporting.

· Discuss good Information Technology (IT) housekeeping.

· Explain IT Help Desk.

 9.   Other Policies  

· Explain smoking policy.
· Explain general office housekeeping policy.
· Explain safety rules and fire prevention.

· Discuss observance of the U.S. Flag and National Anthem (Colors).

· Discuss restrictions on personal use of government equipment, i.e., computer, telephone, and copier.

· Obtain employee emergency contact information.

· Explain the Transportation Incentive Program and assess interest.

· Refer employee to your local Agency Program Coordinator (APC) to transfer current travel card account or to obtain a new travel card as, appropriate.

To contact your local APC, see http://www.cnrsw.navy.mil/hrocnrsw/New Employee Orientation/Travel Card Assistance.doc.


10.  Introductions 
· Introduce the employee to other supervisors and managers.

· Introduce the employee to co-workers.

· Assign a sponsor (senior co-worker).

Sponsor is responsible for the following:

· Show locations of copiers, printers, conference rooms, lunch facilities, restrooms, fire extinguishers, bulletin board, and smoking area.

· Discuss emergency evacuation procedures and show exit route.

· Explain where to find other local facilities as needed (dispensary, eating, bus/trolley stop, credit union).

· Provide work telephone numbers and work address.

· Show workspace and provide keys as required.

· Ensure employee has necessary supplies, computer access, e-mail, and telephone and voice mail as required.

· Explain how to obtain supplies.

· Obtain parking assignment and/or show parking area.

11.  Other information discussed

_________________________________________________________________________________________

_________________________________________________________________________________________

Signature of supervisor _______________________________________Date _______________

Signature of employee _______________________________________ Date _______________

To be retained by the supervisor in the employee's file with a copy provided to the employee.

