     
     
     
     
     
     
 FORMCHECKBOX  

Supervisor's name and position.

 FORMCHECKBOX  

 FORMCHECKBOX  

 FORMCHECKBOX  

 FORMCHECKBOX  

 FORMCHECKBOX  

For New Supervisors:

Explain requirement to register for on-line Basic Supervisory Development course within 6 months of assignment and to register for on-line LEAD after completing this course or HR for Supervisors.

 FORMCHECKBOX  

 FORMCHECKBOX  

 FORMCHECKBOX  

Pay:  When & how received.

 FORMCHECKBOX  

 FORMCHECKBOX  

General:  Encourage to ask for assistance when needed.

 FORMCHECKBOX  

 FORMCHECKBOX  

SIGNATURE OF EMPLOYEE      
DATE
     
     
     
 FORMCHECKBOX  

Savings Bond Program.
 FORMCHECKBOX  

Government Travel Card


   Mission Activity POC – DRM, Bldg 626, x3626


   Garrison Activity POC – RM, Bldg 681, x3115

ORIENTATION AND SAFETY CHECKLIST





INSTRUCTIONS





1.  Please complete this form, IN FULL, within 3 days of employee's assignment.





2.  Please PRINT.





3.  Employee is scheduled for NEW EMPLOYEE ORIENTATION and PREVENTION OF SEXUAL HARASSMENT on


                                  .


If employee is a new supervisor, employee is scheduled to attend HUMAN RESOURCES FOR SUPERVISORS on 


                                  .





4.  Sign where appropriate.





5.  Retain this completed form in your activity personnel records.





NAME:





DATE:





JOB TITLE:





ORGANIZATION:





SUPERVISOR:





PHONE:





PART I


(Checklist to be completed by Supervisor with new employee)





Mission of organization, relation to USMA mission & employee's place in organization.





Leave Types (Annual & Sick) procedures 


& requirements for approval.  Phone to call when requesting emergency or sick leave.





Unit rules & reg/facilities; hours of work, punctuality & attendance, lunch & rest periods, location of facilities & restrooms, phone use, smoking policies, shop practices & procedures.





Incentive Awards Program:  Encourage suggestions; location of suggestion box; Quality step increases.





Standards of Conduct (Joint Ethics Reg


DOD 5500.7-R) and Army Values





Job Duties & Responsibilities:


Standards expected; performance appraisals.  From whom to solicit assistance.  Tools, supplies, equipment (location & care of).  Security regs & operating procedures.





Oriented on:  Procedures in the event of fire, 


emergency, or injury; potential hazards associated with 


position & correct procedures for accomplishing them safely; rules & SOP's applicable to position & provided copies; penalties imposed for either willful or careless violation of safety regs or directives, areas & operations that require personal protective equipment and issued same.





Automobile Permit & Traffic Regs:  Requirements & procedures to obtain permit. Location of parking areas.





Vehicle Registration:


USMA Reg 190-5, mandates all DA Civilians Employees register their POV thru the PMO.





PART II


(Completed by Employee)





PART I has been explained to me in detail.
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