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SECTION 203  NEW EMPLOYEE ORIENTATION AND PLACEMENT FOLLOW-UP

1.  Purpose.  To provide for initial employee orientation and to establish a placement follow-up program.

2.  Objectives
    a.  Initial orientation, an important aspect of job adjustment, successful job performance, and effective on-the-job training, is the role of the supervisor in introducing the employee to the new job and the work environment.  If initial orientation is properly conducted, the supervisor can contribute materially in achieving a smooth integration of the new employee into the work force.  The supervisor can also determine the type of instruction and training needed to make the employee productive and effective as soon as possible.

    b.  Placement follow-up is the practice of determining whether an employee is successfully performing the duties of a new position, evaluating adjustment to the new job and its environment, and deciding whether any subsequent action is required.  As a result, the supervisor may assist in bringing about improved job adjustment, planning for additional or special training, or recommending that the employee be reassigned or separated.  The supervisor also assists the HRO CNR by evaluating the effectiveness of qualification requirements and recommending possible improvements in selection techniques.

    c.  Employee comments provide means to assure the orientation and placement follow-up process is effective.

3.  Procedures

    a.  Human Resources Services Center (HRSC) Pacific initiates exhibits 1, 2, and 3 for new employees.  Exhibit 1 is to be used for permanent employees.  Exhibit 2 is to be used for temporary employees.

    b.  Human Resources Office, Commander Navy Region Hawaii (HRO CNR)

        (1) Follows through on items where appropriate personnel action is required to correct an adverse condition.

                (2) Counsels employees who have expressed dissatisfaction and determine what course of action can be taken to resolve the dissatisfaction.

    c.  Activity  

        (1) Registers new employees for an orientation session.  Each new employee is required by Department of the Navy regulations to attend new Employee Orientation, normally a two-hour session.

        (2) Supervisors should complete section II of exhibit 1, or the appropriate area of exhibit 2, within the employee’s first week on the job.  The supervisor should use this opportunity to make this new job transition as pleasant as possible for the new employee.  The supervisor should brief the employee on the standards of performance expected and decide upon the most effective method of training the employee to assume the duties and responsibilities of the job as soon as possible.  The supervisor should inform career-conditional employees about the probationary period, explaining that it is considered to be the final examination for career-conditional status.

        (3) Between 60 and 90 days, the supervisor should complete section III of exhibit 1.  When the evaluation and recommendation has been completed, the supervisor should advise the employee of the results during a brief interview.  If the employee has been performing well and has made a good adjustment to the new work situation, the supervisor should use this opportunity to tell the employee.  If performance is marginal or unsatisfactory and/or conduct and general behavior is undesirable, the employee must be so advised.  In such cases, the supervisor must decide upon a course of action.  Additional training may be needed or the employee may simply need an opportunity to discuss problems which have developed.  On the other hand, the employee may have demonstrated inability to do the work or failure to adjust to the work situation, and more severe action may be required.  Supervisors should not attempt to counsel employees with respect to serious personal or emotional problems that require guidance or treatment from professionally trained counseling personnel.  If the supervisor feels that assistance from HRO CNR is needed, he/she should 

indicate the type of assistance on exhibit 1 and personally contact HRO CNR.

        (4) When the orientation and placement follow-up is completed, it should be maintained by the supervisor.  Follow-up should be completed no later than 90 days after the employee reported for duty.

        (5) Supervisors provide exhibit 2 to the new employee for completion.  Employee should complete exhibit 2 no later than 90 days after hire.

        (6) Coordinate with HRO CNR initiation of appropriate personnel action if adverse action is indicated.

4.  Responsibility.  Responsibility for effective utilization of personnel rests on the immediate supervisor.  However, this responsibility can only be met if the supervisor receives support from upper management.  Each activity is responsible for monitoring the orientation and placement follow-up process.

EXHIBIT 1
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ORIENTATION/PLACEMENT

FOLLOW-UP CHECKLIST
SUSPENSE DATE _______________________________

NAME _______________________________

EOD _______________________________


POSITION _______________________________

ACTIVITY  _______________________________



This check sheet insures that a newly appointed employee completes processing and is given an opportunity for an orientation discussion with management upon entrance on duty (EOD).  It serves also as a placement follow-up 60 to 90 days after the employee’s initial placement to determine effectiveness of the placement, and whether there is a need for training or other appropriate action to overcome any weakness in employee’s performance.  CHECK EACH ITEM.  IF AN ITEM IS NOT APPLICABLE, INDICATE “N/A.”

SECTION I:  For completion by HRSC, Pacific employee to indicate that employee has completed all processing forms for assignment to position.

SIGNATURE: 






DATE: 




SECTION II:  For completion by either employee’s immediate supervisor or activity’s authorized representative that discussion with the employee on topics that include but not limited to the following:


YES
NO

1. Location/Employees’ Official Bulletin Board



2. Location/Assignment of locker room



3. Location of restrooms and water fountain



4. General layout of shop or office



5. Location of tool room



6. Issue of tools, including protective equipment



7. Location of eating places



8. Location of materials and supplies section



9. Issue of Base Pass, parking and Base Stickers for cars



10. Hours of work and shift, lunch period, “Breaks”



11. BOND PLEDGE



12. SAFETY PROGRAM, reporting injuries, medical

    treatment



13. Beneficial Suggestion Program/Location of forms



14. Policy/approving authority to request Annual/Sick

    Leave



15. Table of disciplinary offenses and penalties;

    Grievance Procedures



16. Merit Promotion Program



17. “Call-In” Card



18. Shop committees



19. Name of activity union (if any) and composition of

    the unit



20. Give employee a copy of the union agreement (if

    any)



21. NAME activity EEO Officials/EEO Counselors/EEO

    Program



22. Mission of activity



23. Employee’s place in activity



24. Duties and supervisory controls over position



25. Give employee a copy of job/position description



26. Rating/reviewing official for job performance/

    within-grade increases



27. Date first salary payment, Pay Periods



28. Where and how to muster, if applicable



29. Introduction to co-workers



30. Training programs for employees



31. Welfare and recreation activities



32. Security briefing (if required)







DISCUSSION HELD ON:

SIGNATURE OF MANAGER: 





SECTION III:  For completion by Supervisor 60 to 90 days after employee’s assignment.


YES
NO

1. Has employee been given an orientation discussion described in Section 1?



2. Is the employee performing his/her duties satisfactorily?



3. Has employee’s performance been discussed with employee?



4. Is the employee’s attitude toward his/her job acceptable to management?



5. Have employee training needs been determined and documented?



6. Has any training needed to perform the job better been provided?



7. Are you satisfied with your selection for this position?



8.  REMARKS:  For items above marked “No” and recommendations for improvements for more effective selection processing.

THIS FORM SHOULD BE RETAINED BY THE EMPLOYEE’S SUPERVISOR
EXHIBIT 2
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JOB ADJUSTMENT CHECKLIST

The purpose of this list is to provide an outline to follow in welcoming and systematically breaking-in new employees.  Check applicable item to be sure that the new worker has been given all the information that is needed.

EMPLOYEE’S NAME
POSITION TITLE
PAY RATE

DATE OF EMPLOYMENT 
DEPARTMENT/OFFICE
DIVISION
BRANCH

PART I – HUMAN RESOURCES SERVICE CENTER, PACIFIC REGION



Completion of all forms required for processing new employees.

HRSC PRPRESENTATIVE



DATE


 FORMCHECKBOX 
 Functions of shop or office and personnel section.

 FORMCHECKBOX 
 Complete required forms.

 FORMCHECKBOX 
 Assignment and location of locker room and restroom.

 FORMCHECKBOX 
 Hours of work and shift.

 FORMCHECKBOX 
 Passes.

 FORMCHECKBOX 
 Parking and Base Stickers.

 FORMCHECKBOX 
 Lunch period.

 FORMCHECKBOX 
 Annual, emergency and sick leave requests.

 FORMCHECKBOX 
 Reporting injuries.

 FORMCHECKBOX 
 Medical treatment.

 FORMCHECKBOX 
 Bond Pledge.

 FORMCHECKBOX 
 Beneficial suggestions.

 FORMCHECKBOX 
 Date first paycheck will be received.

 FORMCHECKBOX 
 Accident prevention.

 FORMCHECKBOX 
 Safety talk.

 FORMCHECKBOX 
 Performance ratings and within grade increases.

 FORMCHECKBOX 
 Table of disciplinary offenses and penalties.

 FORMCHECKBOX 
 “Call-In” Card.

 FORMCHECKBOX 
 Explain tool issue system including protective equipment.

 FORMCHECKBOX 
 Grievance procedure.

 FORMCHECKBOX 
 Shop Committees.

 FORMCHECKBOX 
 Inform employees of the nature of the union having exclusive recognition   (if any) and composition of the unit.

 FORMCHECKBOX 
 Give employee a copy of the union agreement (if any).

 FORMCHECKBOX 
 Training.

PERSONNEL REPRESENTATIVE
DATE

THIS FORM SHOULD BE RETAINED BY THE EMPLOYEE’S SUPERVISOR

EXHIBIT 3
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ORIENTATION/PLACEMENT

FOLLOW-UP CHECKLIST
SUSPENSE DATE ______________________________

NAME ______________________________

EOD ______________________


POSITION ______________________________

ACTIVITY ______________________________



This form gives you, a newly appointed employee, an opportunity to provide comments on the orientation discussion and placement follow-up you have had with management 60 to 90 days after your initial placement.  CHECK EACH ITEM.  IF AN ITEM IS NOT APPLICABLE, INDICATE “N/A.”


YES
NO

1. Do you have a copy of your position description (PD)?



2. Did you read your position description?



3. Did you supervisor discuss with you how you are expected to perform you duties in relation to your PD?



4. Do you feel that your PD accurately describes the duties you are performing?



5. Do you understand all phases of your work?



6. Have you asked your supervisor to explain them?



7. Do you feel free to contact your supervisor for guidance, if needed?



8. Do you feel that your supervisor has given you sufficient guidance to perform your duties?



9. Are you satisfied with your job/working conditions?



10. Do you know where to get Beneficial Suggestion Forms?



11. Are you aware of the EEO and Federal Women’s Program

    principles?



12. Do you know the names of your activity’s EEO officials?



13. Are you aware of government training opportunities?



14. Merit Promotion Program:

  a. Are you aware of job openings?



  b. Do you understand promotion procedures?




  c. Do you believe you will get FAIR consideration for promotions?



  d.  Do you believe promotions usually go to the best qualified?



15. Have you prepared and Individual Development Plan and discussed

    it your supervisor?



16. What employment goals do you have (answer below in remarks)?



REMARKS:  Please explain here items above marked “NO.”

THIS FORM SHOULD BE RETAINED BY THE EMPLOYEE’S SUPERVISOR
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