A TOOL FOR NEW EMPLOYEES

NEW EMPLOYEE ORIENTATION CHECKLIST

SUGGESTED ACTIVITIES

FIRST WEEK

______1.
Attend CMS New Employee Orientation.

______2.
Ask to be introduced to your co-workers.

______3.
Expect to receive a project(s) and ask who will be available to advise you on questions you may have.

______4.
Ask to be introduced to your timekeeper.  Complete the tutorial for the Integrated Time and Attendance System (ITAS).  

______5.
Ask your manager or peer mentor about the different types of alternative work schedules and flexi-time options for your office.

SUGGESTED ACTIVITIES

FIRST MONTH

______1.
Ask how your division/group/center fits in CMS and HHS.

______2.
Ask about key initiatives of your center or region.

______3.
Ask where there are reference copies of the Master Labor Agreement and pertinent regulations.

______4.
The fourth week is a good time to review, with your manager, what learning needs may be required and schedule training if necessary.
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