ORDER


U.S. DEPARTMENT OF TRANSPORTATION Federal Aviation Administration
Mike Monroney Aeronautical Center Oklahoma City, Oklahoma



Date:  JAN 2 7  2004
SUBJ: ORIENTATION OF NEW EMPLOYEES
1. Purpose: This order provides general information and responsibilities for orientation of new
employees and an updated New Employee Orientation Checklist, AC Form 3300-67.
2. Distribution: All managers and supervisors.
3. Applicability: The Order is important to managers or supervisors who have new employees.
4. Cancellation: Order AC 3430.1E, New Employee Orientation Program.
5. Responsibilities: The immediate supervisor is responsible for a new employee's orientation to the
workplace.
6. Procedures: All employees report for entry-on-duty processing on their first day of duty. Employees
whose duty station is the Aeronautical Center report to the Personnel Operations Division (AMH-200).
Employees whose duty station is other than the Center will report to the facility's administrative focal
point. The employee takes an Oath of Office for Federal employees, receives employment
information, and completes forms related to payroll and benefits. Each employee receives a New
Employee Handbook.
Employees report to their immediate supervisor after entry-on-duty processing is completed for orientation to their workplace. The immediate supervisor uses the New Employee Orientation Checklist (AC Form 3300-67) (see Appendix 1) and the employee's handbook to ensure the orientation is thorough. Supervisors will complete the checklist actions during the employee's first week of employment.
Employees who are located at the Aeronautical Center will be invited to attend a one-day New Employee Orientation Program during their first quarter of employment. A copy of the invitation is sent to the employee's immediate supervisor and the organization's training coordinator at least 10 days prior to the date of the program. The program includes the Aeronautical Center mission briefing, presentations from various offices at the Center, and a tour of selected Center facilities. Supervisors should encourage their new employee to attend this program.
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Dot Tharnish, Program Director
Office of Human Resource Management
Distribution: A-Y-5 (including tenants)

Initiated by: AMH-100
JAN 2 7 2004
AC 3430.1F
Appendix 1
New Employee Orientation Checklist
Employee Name
Routing Symbol

The New Employee Orientation Checklist provides guidance to help new employees receive important information about their work environment and the Mike Monroney Aeronautical Center. The list is not all-inclusive for every organization.
Complete the following checklist activities during the first week of employment:
□
1.  Discuss your organization's mission within MMAC and the FAA and how the
employee's position supports the organization. (New Employee Handbook, FAA Flight
Plan)
□ 2. Provide the employee with a copy of his/her position description or job documentation and any organizational charts available.
□ 3. Provide a copy of your organization's list of employees with their position assignments, functions, and telephone numbers. Personally introduce the new employee to as many of his/her co-workers as possible.
□
4. Inform the employee of the time and place for staff meetings and other regularly
scheduled events. Discuss your expectations for these meetings.
□ 5. Discuss special office activities and culture (e.g., coffee and flower funds) and show the employee office and break areas, cafeterias, food vending machines, rest rooms, etc.
□ 6. Notify the assigned union representative of the new employee's arrival, if required by applicable collective bargaining agreement (CBA).  Facilitate the scheduling of any meetings with the union representatives required by your collective bargaining agreement. (Check CBA for specific contractual obligations)
· 7. Discuss the FAA's Model Work Environment and related policies, special emphasis
groups and other employee groups and associations. (New Employee Handbook, Model
Work Environment)
· 8. Discuss the employee's performance expectations and outcomes. Generally an
initial performance discussion should be completed within 30 days of appointment,
Ensure the employee signs his/her performance standard and receives a copy. (New
Employee Handbook, Employee Rights and Responsibilities)
· 9. Discuss employee rules of conduct and responsibilities as outlined in HRPM
ER-4.1, FAA Standards of Conduct. Have the employee send an email to you or provide
other written confirmation that HRPM ER-4.1 has been read and understood. (New
Employee Handbook, Employee Rights and Responsibilities)
AC Form 3300-67 (1/04) Supercedes Previous Edition
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