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FS FORM 33, MAY 2017
(DIRECTORATE OF HUMAN RESOURCES)
FORT SILL DA CIVILIANS -  NEW EMPLOYEE CHECKLIST 
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:
BETWEEN JOB ACCEPTANCE AND START DATE
FIRST DAY
FIRST DAY - INTRODUCTIONS, TOURS, AND ADMINISTRATIVE PROCEDURES
Office / Desk / Work Station
Copy Centers
Printers
Kitchen / Cafeteria / Break Areas
Fax Machines
Restrooms
Mail Rooms
Bulletin Boards
Authorized Work Areas
Security Office
Conference Rooms
Parking
Office Supplies
Tools / Equipment
Coffee / Water / Vending machines
Emergency Exits and Procedures
Keys / Access Cards
Telephone Alert Roster
Picture ID Badges
Telephone Access Policy and Procedures
Building and/or Computer Access Cards
WITHIN FIRST WEEK - MEET WITH SUPERVISOR
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
Continuation - "WITHIN FIRST WEEK - MEET WITH SUPERVISOR"
WITHIN FIRST WEEK - POLICIES AND ADMINISTRATIVE PROCEDURES
Time and Attendance Reporting
Family & Medical Leave Act
(FMLA) / Leaves of Absence
Vacation and Sick Leave
Overtime
Official Use of Govt. Property
Diversity Awareness
Sexual Harassment / Assault
Ethics / Joint Ethics Regulation
Holidays
Performance Reviews
Appropriate Attire
Safety
Standards of Conduct
Progressive Disciplinary Actions
Visitors / Security
Emergency Procedures
Confidentiality (specific procedures to
safeguard confidential / sensitive material)
Establish Email
Intranet / SharePoint
Shared Drives
Databases
Internet Use
VPN / Mobile Phone
Outlook Address List Profile
Microsoft Office
Other Software / Applications
Military Vehicle Driver Requirement
Shipping (FedEx, DHL, and UPS)
Mail (incoming and outgoing)
Organizational Policies
Conference Rooms
Govt. Travel Card
Purchase Requests
Business Cards
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Severe Weather Procedures
Official Travel
WITHIN FIRST 30 DAYS
-- Work Unit Orientation          -- Army CPOL MyBiz          --Army Career Tracker (ACT)          --Go ArmyEd
-- Army Profession/Army Civilian Corps
WITHIN FIRST 90 DAYS
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WITHIN FIRST 180 DAYS
Seek and receive coaching, counseling, and mentoring (explore mentoring opportunities)
Seek peer recommendations and pursue self-study (e.g., professional reading, skill video, tech manuals, etc.)
             Employee's Signature                        Date                                         Supervisor's Signature                            Date
WITHIN FIRST YEAR
             Employee's Signature                        Date                                         Supervisor's Signature                            Date
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
http://www.civiliantraining.army.mil/Pages/MandatoryTraining.aspx
http://usacac.army.mil/organizations/cace/amsc
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
http://ogc.osd.mil/defense_ethics/
https://army.deps.mil/Army/cmds/imcom_HQ4/G1/CIVPER/C2P2/SitePages/Home.aspx
Civilian Career Planning and Development: (Choose email certificate)  
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