NEW EMPLOYEE CHECKLIST

(to be signed by student’s supervisor each tour)
Introduction


 FORMCHECKBOX 
Mission, USDA and NRCS

 FORMCHECKBOX 
History, USDA and NRCS

 FORMCHECKBOX 
Organization, USDA and NRCS

 FORMCHECKBOX 
Tour of Facilities

Job

 FORMCHECKBOX 
Discuss position description

 FORMCHECKBOX 
Discuss performance plan 

 FORMCHECKBOX 
Individual Development Plan (IDP)

Obligation

 FORMCHECKBOX 
Code of Ethics (Provided in new employee packet)

 FORMCHECKBOX 
Computer Security

 FORMCHECKBOX 
Sexual Harassment

 FORMCHECKBOX 
Outside activities

 FORMCHECKBOX 
Political activities

 FORMCHECKBOX 
Conduct

Benefits (The HRO will provide information on TSP, Retirement, etc.)

 FORMCHECKBOX 
Employee Assistance Program (EAP)

 FORMCHECKBOX 
Holidays

 FORMCHECKBOX 
Awards

 FORMCHECKBOX 
Sick and Annual Leave

General

 FORMCHECKBOX 
Work Schedule

 FORMCHECKBOX 
Pay Periods

 FORMCHECKBOX 
Leave Without Pay (LWOP)

 FORMCHECKBOX 
Breaks

 FORMCHECKBOX 
General office policies/safety

 FORMCHECKBOX 
Building security/ID/keys

 FORMCHECKBOX 
Housing

 FORMCHECKBOX 
Parking

 FORMCHECKBOX 
Use of government property (i.e., computers)

 FORMCHECKBOX 
Use of government vehicles

 FORMCHECKBOX 
Use of telephone

 FORMCHECKBOX 
How to order supplies

 FORMCHECKBOX 
First Aid Kit location

 FORMCHECKBOX 
Provide direction on ID cards

SUPERVISOR__________________________________
DATE______________

STUDENT_____________________________________
DATE______________
