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FS FORM 31, MAY 2017
(DIRECTORATE OF HUMAN RESOURCES)
FORT SILL DA CIVILIANS -  SPONSOR CHECKLIST - NEW EMPLOYEE 
New employee orientation checklist
Nancy Quick
10.0.2.20120224.1.869952
NEW EMPLOYEE INFORMATION
NAME:
Last:
First:
MI:
START DATE:
DUTY POSITION:
ASSIGNED SPONSOR:
RATER:
INTERM RATER:
SENIOR RATER:
SPONSOR ROLE AND RESPONSIBILITIES
Office / Desk / Work Station
Copy Centers
Printers
Kitchen / Cafeteria / Break Areas
Fax Machines
Restrooms
Mail Rooms
Bulletins Boards
Authorized Work Areas
Security Office
Conference Rooms
Parking
Office Supplies
Tools / Equipment
Coffee / Water / Vending machines
Emergency Exits and Procedures
DISCLOSURE: Mandatory.
USES: This information is used by management to verify newly arrived employees are properly oriented into appropriate agencies on Fort Sill.
PURPOSE: To ensure all newly arrived civilian employee are properly oriented into appropriate agencies on Fort Sill.
AUTHORITY: 5, USC, Section 6311
PRIVACY ACT STATEMENT
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PREVIOUS EDITIONS ARE OBSOLETE
UPON ASSIGNMENT AS SPONSOR
Serve from the time of firm offer acceptance until 30 days after new employee's arrival
Provide the new employee information he/she needs about the organization and local area (e.g., temporary lodging, local transportation, etc. if applicable) 
Be a positive role model
Maintain daily contact with new employee for first week and then on an as needed basis
Be available to answer day-to-day questions
Help define the Army Profession and explain the organizational culture
Promote a positive image of the organization
Work with supervisor and new employee to assist with the onboarding process
Consult with supervisor for further guidance as needed
AT LEAST 1 WEEK BEFORE START DATE
FIRST DAY
FIRST DAY - INTRODUCTIONS, TOURS, AND ADMINISTRATIVE PROCEDURES
PAGE 2 OF 2
http://cpol.army.mil/
https://actnow.army.mil/
https://www.goarmyed.com/
https://mypay.dfas.mil/mypay.aspx
http://cape.army.mil/repository/doctrine/adrp1.pdf
HELPFUL LINKS AND INFORMATION
Army Civilian Personnel Online (CPOL):  
Army Career Tracker (ACT):  
GoArmyEd: 
My Pay:  
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx
https://ia.signal.army.mil/login.asp
http://cpol.army.mil/library/employment/acculturation/documents/AcculturationHandbook.pdf
ADRP 1:  
Center for the Army Professional and Ethic (CAPE) Civilian Video:  
http://cape.army.mil/civilians.php
Army Civilian Acculturation Handbook:  
Information Assurance Training:
AR 350-1, Army Training and Leader Development:
AR 350-1 Mandatory Training with resources information/web links and other training information:
Joint Ethics Regulation:
CES and SDC enrollment:
Any additional organizational requirements refer to your sponsor and/or supervisor for guidance
**For additional resources refer to the Army Civilian Acculturation Handbook**
Building and/or Computer Access Cards
Telephone Access Policy and Procedures
Picture ID Badges
Telephone Alert Roster
Keys / Access Cards
Continuation - "FIRST DAY - INTRODUCTIONS, TOURS, AND ADMINISTRATIVE PROCEDURES"
WITHIN FIRST WEEK
http://ogc.osd.mil/defense_ethics/
WITHIN FIRST 30 DAYS
http://cpol.army.mil/library/train/catalog/index.html
http://usacac.army.mil/organizations/cace/amsc
https://army.deps.mil/Army/cmds/imcom_HQ4/G1/CIVPER/C2P2/Sitepages/Home.aspx
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