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TO BE RETAINED BY EMPLOYING ACTIVITY: DO NOT RETURN TO THE CPAC





Civilian Orientation Guide





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





By Civilian Personnel Advisory Center (CPAC) at inprocessing on day appointed:





(1) Identification of Medical Disability and National Origin


(2) SF 50 (value and retention)


(3) Worker's Compensation


(4) Thrift Savings Plan





(8) Unemployment notification 





(9) AFGE, Local 1920 Union





(5) Retirement System





(6) Annual and Sick Leave accrual





(10) Federal Employee Group Life Insurance


(11) Federal Employee Health Benefits


(12) Visiting CPAC, files review


(13) Oath of Office





(7) Finance information:





(a) Pay days





(b) Location of FAO





(c) Direct deposit, Allotments, Bonds





Name (CPAC Staff)





Date





By supervisor on first duty day:





(1) Assignment of sponsor





(2) Mission of installation, section, unit





(6) Breaks, lunch time, facilities


(7) Equipment, tools, and supplies





(3) Explanation of duties provided with job description





(8) Location of restrooms





(4) Duty hours





(5) Emergency absence; whom to notify





	(9) Introductions (people he/she should meet)


  (10) Title 5, U.S.C., Part 2635, Standards of Conduct for Employees of the Executive Branch 








By supervisor within 30 days after reporting for duty:





(1) Detailed review of job description; provide copy


(2) Sign performance standards


(3) Enter on training time table





(4) Probationary period





(5) Security requirements





(16) Training available (on and off job)


(17) Charity drives


(18) IDEA program


(19) Pay increases


(20) Fire regulations





(21) Debt complaints





 (6) Leave program





(22) Promotional opportunities





(7) Employee Management Relations


(8) Safety, injury reporting (FH Reg 690-25)





(23) Disciplinary actions





(24) Grievance, complaint and appeal procedures





(9) Traffic





(25) Union contract





(10) Tours (things he/she should see)


(11) Local policies and procedures





(26) Position review procedures





(27) Employee Assistance Program





(12) Overtime





(28) ID Card





(13) Two weeks notice desired on resignation


(14) Vacation schedules, excused absences


(15) Holidays





(29) Telephone use





(30) Smoking policy





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


understand the requirements imposed by Title 5, U.S.C. Part 2635.





Employee's Signature





Date





Printed Name of Supervisor





Signature





Phone Number:





Organization








