Civilian Orientation Checklist
Name:     

________ was oriented on the following subjects or procedures as indicated below.

Action Items – DAY 1

By Civilian Personnel Advisory Center (CPAC) at inprocessing:

 FORMCHECKBOX 
  Review inprocessing forms

 FORMCHECKBOX 
  Explain Federal benefits:
      (Health/Life/TSP/ Federal Employees Dental
      and Vision Insurance Programs /Federal 
      Long Term Care Program/Federal Flexible 
      Benefits Plan)
 FORMCHECKBOX 
  Premium Conversion
 FORMCHECKBOX 
  Annual/Sick/Family and Medical leave

 FORMCHECKBOX 
  Holidays

 FORMCHECKBOX 
  Retirement Information
 FORMCHECKBOX 
  Provide information on Post 56 Military    

       Service Credit (where applicable)
 FORMCHECKBOX 
  Provide information on how to make a   

       deposit/redeposit for Civilian/temporary 
       employment for retirement purposes
 FORMCHECKBOX 
  Financial Information (Using MyPay, pay 
       days, purchasing allotments, bonds)

 FORMCHECKBOX 
  SF-50 (value and retention)

 FORMCHECKBOX 
  Probationary/Trial periods

 FORMCHECKBOX 
  Within-Grade-Increases (where applicable)
 FORMCHECKBOX 
  Designations of Beneficiary forms
 FORMCHECKBOX 
  Safety (Responsibility – Injury reporting)

 FORMCHECKBOX 
  CPAC (role/responsibility, OPF review, 
       availability)

 FORMCHECKBOX 
  Provide copy of New Employee   

      Resource Guide
 FORMCHECKBOX 
  Provide Directions to appropriate Security
      Office: AMCOM, Garrison, SMDC, etc.
 FORMCHECKBOX 
  Provide directions for delivering payroll 
       documents to CSR in Bldg 5300
 FORMCHECKBOX 
  Provide directions to PMO, Bldg 3623, 
       Gray Road for employees to be 
        fingerprinted
 FORMCHECKBOX 
  New Employee Orientation. Explain 
       orientations and encourage attendance 
       at both CPAC and ACS orientations.
  FORMCHECKBOX 
 Provide information on Constitution Day
      training materials available at: http://constitutionday.cpms.osd.mil/
CPAC Specialist Signature/Date

By Supervisor 

 FORMCHECKBOX 
  Assignment of sponsor

 FORMCHECKBOX 
  Mission of installation, section, unit

 FORMCHECKBOX 
  Explanation of duties provided with
       job description

 FORMCHECKBOX 
  Duty hours

 FORMCHECKBOX 
  Emergency absence, whom to notify

 FORMCHECKBOX 
  Breaks, lunch time, facilities

 FORMCHECKBOX 
  Equipment, tools, and supplies

 FORMCHECKBOX 
  Location of restrooms

 FORMCHECKBOX 
  Introductions 

 FORMCHECKBOX 
  Standards of Conduct for Employees 

I have been informed about each subject above and their meaning as they apply to me as a Federal employee.

________________________________________________________________                                                                                                   

Employee’s Signature/Date

 _______________________________________________________________                                                                                                          

Supervisor’s Signature/Date
Civilian Orientation Checklist
Action Items – WITHIN 30 DAYS AFTER REPORTING

By Supervisor:

 FORMCHECKBOX 
  Detailed review of job description; 
       provide copy

 FORMCHECKBOX 
  Sign performance standards

 FORMCHECKBOX 
  Training available (on/off job)

 FORMCHECKBOX 
  Individual training plan 

 FORMCHECKBOX 
  Probationary period

 FORMCHECKBOX 
  Security & computer requirements

 FORMCHECKBOX 
  Leave

 FORMCHECKBOX 
  Employee Management Relations

 FORMCHECKBOX 
  Safety, injury reporting

 FORMCHECKBOX 
  Tours

 FORMCHECKBOX 
  Local policies and procedures

 FORMCHECKBOX 
  Overtime/Comp Time/Credit Hours

 FORMCHECKBOX 
  Vacation schedules, excused absences                                                                                     
 FORMCHECKBOX 
  Holidays

 FORMCHECKBOX 
  Pay increases

 FORMCHECKBOX 
  Fire regulations

 FORMCHECKBOX 
  Promotion opportunities

 FORMCHECKBOX 
  Disciplinary actions

 FORMCHECKBOX 
  Grievance, complaint and appeal  

       procedures

 FORMCHECKBOX 
  Union Contract (if applicable)

 FORMCHECKBOX 
  Position review procedures

 FORMCHECKBOX 
  Employee Assistance Program

 FORMCHECKBOX 
  ID Card

 FORMCHECKBOX 
  Telephone use

By Employee:

 FORMCHECKBOX 
 Life Insurance Election

 FORMCHECKBOX 
 Employee Badge

 FORMCHECKBOX 
 Car Decal

 FORMCHECKBOX 
 Complete Environmental Management System (EMS) Mandatory Training (see Org Training Coordinator)
 FORMCHECKBOX 
 Review SF-50 and LES for any 
      possible errors; reports errors to 
      Supervisor and/or CPAC HR 
      Specialist 

By Employee Transferring in from other Federal Agencies (as applicable):

 FORMCHECKBOX 
 Notify Long Term Care and/or Flexible Spending Account administrator of change in Payroll Office
Action Items – WITHIN 60 DAYS AFTER REPORTING

By New Employee:
 FORMCHECKBOX 
 Health Insurance Election
 FORMCHECKBOX 
 Federal Employees Dental and Vision Insurance Program Election*

 FORMCHECKBOX 
 Long Term Care Insurance Election

 FORMCHECKBOX 
 Flexible Spending Account Election* 
 (*Election must be completed within 60 days or you must wait for the next Open Season)

Action Items – WITHIN 6 MONTHS AFTER REPORTING

For Employees with military service

 FORMCHECKBOX 
  If you have prior military service and are interested in getting credit for this time toward a future civil service retirement, please review Post-56 Military Deposit and Retirement information to find out the procedures on how to make a Post 56 Military Deposit. This information is available under the Topics Index on the CPAC website at  https://cpac.redstone.army.mil/ 
For Employees rehired under CSRS or CSRS Offset Retirement System ONLY:

 FORMCHECKBOX 
  Eligibility to convert to FERS Retirement System
FORM TO BE RETAINED BY EMPLOYEE.  DO NOT RETURN TO THE CPAC
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