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SUPERVISOR'S CHECKLIST FOR JOB INDUCTION
NAME OF EMPLOYEE (Last, First, Middle Initial)
GRADE
POSITION TITLE
DATE EMPLOYED
ORGANIZATIONAL UNIT
INSTRUCTIONS:  Job induction of a new employee is an essential part of the overall employee orientation program required by AFI 36-401.  The checklist
provides supervisors with a systematic outline for welcoming a new employee and conducting the job induction.  To insure that no item is omitted, each
should be dated as it is accomplished.  This process should be accomplished within five working days after the new employee reports for duty.  Document
completion of job induction orientation on the Electronic Supervisor-Employee-Brief-Appr obtained from you Civilian Personnel Section or My Workplace.
I.
GET READY TO RECEIVE THE NEW EMPLOYEE
1.  Set aside sufficient time for induction period without interruption.
2.  Have work area ready for employee.  (Desk, equipment, supplies, etc.)
3.  Review employee's work experience, education, and training records.
4.  Have an up-to-date position description of employee's duties or a list of the duties and responsibilities available for discussion.
(Provide a copy to employee)
5.  Have a draft of work plan available for discussion (See AFI 36-1001)
6.  Verify employee's ability to perform duties of the position, particularly those jobs requiring heavy physical activity such as lifting, bending,
stooping, climbing, also extreme exposure to heat/cold and persons with hearing problems.  If there is previous history of back injury, hearing
problems, and the record so indicates, DO NOT ASSIGN TO DUTY until AF medical evaluation is received outlining physical limitations, if any.
II.
GREET THE NEW EMPLOYEE CORDIALLY AND SINCERELY (Show genuine interest)
1.  Put employee at ease.
2.  Discuss employee's background and interests
3.  Offer assistance in the event employee has transportation or other difficulties that may impact work performance.
III.
EXPLAIN THE WORK OF THE ORGANIZATION
1.  Mission and Function.
2.  Organization and channels.  (Use organization chart)
3.  Explain your position in the unit, and as related to the new employee.
4.  Explain employee's position in the unit.
5.  Explain relationship of employee's work to that of other employees.
6.  Relate names of individuals, if any, who report directly to new employee.
7.  Explain purpose and use of AF Form 971.  (Complete information needed on the form.)
IV.
LAYOUT OF SHOP OR OFFICE AND AVAILABLE FACILITIES
1.  Show employee layout of the shop or office.
2.  Show employee restroom facilities, water fountain, bulletin board, coffee shop, parking lot, and public telephone.
3.  Show employee facilities such as cafeteria, bank, dispensary, post office, supply, credit union, etc.
4.  If employee is handicapped and requires work site accommodations, discuss these and ensure accommodations are made; assign
handicapped parking space to employees whose mobility is impaired.
V.
EXPLAIN WHAT IS EXPECTED OF EMPLOYEE BY DISCUSSING APPLICABLE RULES, OFFICE PRACTICES, * PROCEDURES
1.  Hours of work and overtime to include FLSA, if applicable.
2.  Punctuality and good attendance.
3.  Lunch period.
4.  Rest periods.
5.  Use of office and personal telephones.
6.  Leave and how to apply; reporting illness/sick leave.
7.  Shop or office practices and procedures, such as smoking, safety, fire or emergency evacuation plans, wearing apparel, etc.
8.  Employee suggestion program.
VI.
DISCUSS EMPLOYEE'S DUTIES, RESPONSIBILITIES, AND OTHER RELATED ASPECTS OF JOB
1.  Explain employee's duties and responsibilities in detail.
2.  Review work plan in conjunction with position description with employee; explain job performance elements and standards; finalize work
plan, obtain signature, provide a copy to employee; discuss periods of review and effect of evaluation.
3.  Discuss security, safeguarding classified information, and stress security aspects of employee's job.
4.  Stress safe working habits and procedures to take in the event of injury.  Injuries on the job - Discuss with employee proper procedures
on reporting all injuries to supervisor, what his/her responsibilities are, how to accomplish CA-1, time limitations for submitting claim,
their treatment at base medical facility, right to select private physician, continuation of pay, etc.
5.  Provide samples of work, manuals, job instructions, procedures, and list of technical terms.
6.  Explain hazard of environment differential pay, if appropriate to assignment.
7.  Assign employee a definite work area.
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VI.  (Continued)
8.  Grievance procedures.
9.  Standards of Conduct.
10.  Organization's special rules, practices, and procedures with respect to personnel management, including equal employment
opportunity practices and labor management.
VII.
EXPLAIN PERFORMANCE APPRAISAL SYSTEM
1.  Continuous informal evaluation and periodic discussion of work performance.
2.  Review the Air Force Performance Management Program to include performance and promotion appraisal.
3.  Formal appraisal and recording in official personnel records prior to completion of one year probationary period, as
appropriate, for new employees or new supervisors and managers.
4.  Career development appraisal, if applicable.
VIII.
EXPLAIN DEVELOPMENT PROGRAMS
1.  Assign an on-the-job training instructor or "coach".
2.  Prepare individual development plan if required; Access and review MyCDP or MyDP for all others.
3.  Provide training aids.
4.  Explain opportunities for training and career progression.  Review/explain the Air Force Civilian Leadership Development Continuum.
5.  Explain employee's responsibility for periodic review and update of official personnel file.
6. Verify access to ADLS
7.  Verify access to Employee Benefits Information System.  Review site and all applicable training modules
8.  Verify enrollment in New Employee Orientation and establish completion date within establish wing guidelines
9.  Verify approval of equivalency for USAF Supervisor Course if required and eligible.
10.  Verify approval of equivalency for Military Personnel Management Course if required and eligible.
11  Set suspense for completion of Civilian Personnel Management Course for new supervisors (<180 days)
IX.
DODD 5500-7 CERTIFICATION
(Have employee read DODD 5500-7 and obtain certification below.)
CERTIFICATION
I Certify that I have read the standards of conduct contained in DODD 5500-7 and have also received an oral briefing by my supervisor of those
standards.  I further certify that I will comply with the requirements imposed by these standards.
DATE
SIGNATURE OF EMPLOYEE
X.
ADDITIONAL ITEMS
REMARKS
TOTAL HOURS JOB INDUCTION
DATE COMPLETED
SIGNATURE OF SUPERVISOR
TRAINING
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