US Army Corps
of Engineers ® . . .
Far East District Supervisory Checklist for Korean New Hires

Employee name:

Reporting date:
Prior to arrival:

Sponsor assigned (name of sponsor)
XEgE =2l

Submit a request of background investigation thru Security office to DES.
(Brand new employee to USFK only)
Hotd S Solf MEED UE 27 (AF0AM MFxHEE XD 51 FH)

UPASS account requested/Set up (date submitted)
(Only applicable for current USFK wide employee with Command Access Card (CAC))

UPASS 78 18/ 2% (CACE ER/st o X 2 RAST 1T

When new hire reports for work: (Please go with Job Induction, EA Form 69EK)
1. Outline Unit’'s Organization and mission 20 Z==Z/at A2 0f CHsl Le{ZLICt

- State the Far East District Corps of Engineers mission and express how the employee’s
position aligns with the mission. Provide copy of organizational chart.

-3E X7 SEH AHES LT3, ol XA0| ofEH SEI| At FetEl=X] LHF L

ZHE M2 MSEUCL

2. Explains Policy and Procedures on: Duty/ Absenteeism/ Security/ Leave/ Lunch & Rest
Period/ Safety. 2 2A12t/ 22/ 22t/ {71 FAAIZ 0 thet AES 2L HCh

- Explain the policy on core hours, hours of work, starting and quitting time, breaks and lunch
period. Provide name of timekeeper and give them contact information.

-SHA ZRAZH ZF AIZH AR Y BE AlZH FA W YA AlZtof CiEF Mg MHESLIC
47| EE YAt ol M3t =X WEE M3 Lt

- Explain leave entitlements, method for requesting leave, absenteeism and tardiness.
-FHRE, FF ™ WY, A2 % X[Zof chsi dEELICH

- Provide supervisor’s contact phone number in case of emergency and work number to report
absenteeism and tardiness. Have new hire fill out the form for emergency designee information.
- A2 X|ZHg E157| e Bl AtEHet RE S ol B A SRo| it [t HE E MS LT A
AbRol A ZiZ A HE FAlg HISeL o

- Discuss organizational and personal safety (e.g., smoking policy, fire drills, and safety
equipment); and share Fire Safety procedures and point out emergency routes out of the
building/work area include inclement weather policy and safety/work hazards.

- 2% Al 7HQl ot Fof CHa =olgtL|Ch (of : &1 YA, A F& D ohH Fhdl). SR} of X HAHE
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3. Review and Discuss: Performance Requirements/ Trial Period Appraisal

PP Al 8 A7 BItof o3 dFeLc

- Present employee with copy of his/her position description and allow time for review; answer
any questions regarding the duties; then tie in how the duties relate to performance plan and the
end of the cycle appraisal. Explain the appraisal system. Provide a copy of the Performance
standards/ requirements.

- oA RIS A YXIAM AR E MBSt AE AlZhe MSELICH 20 2ot ZZ0| A2
T2, AT ot A= 2R EH7|2F B0 O{EA LIEIL=X] H2bdof TS & e{E Lt
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- Explain about a trial period for one year to new employees on a permanent appointment (full-
time and part-time). Trial period gives the employee an opportunity to demonstrate qualifications,
integrity, personality, work habits, respect for higher authority and fellow employees, and
willingness to learn and improve.

B2 (E Bt Y OHE B A ARO|A 119 Al 71ZH0f| TS 2 - LICH A& 7(ZH2 ZofA|
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4. Briefly review employee’s background (Previous experience, hobbies, etc.)
2ol HiZoj ChSto] 2tEHs| HEgL . (8™, 0| 8)

5. Introduce employee to fellow employees, supervisors and officials.

AN S SENES Y5AS 2|1 7B AXSOA 7L L.

- Clarify “who’s who” in the organization, introduce new employee to fellow workers, and clearly
define the chain of command in your Division.

- 2O O3 Aot M HAS = HAA 205 2 WAL XIAMAE T
e E LI

6. Familiarize employee with work area.
HAA 2o HATO| TSt A=A =8 EobF LT

7. Explain issue and responsibility on: Administrative supplies/ Equipment and/or tools
AEE G TH W =FES0f st 43St 10 chet MYS AL ot

- Advise that employees are expected to safeguard property, equipment, tools, and supplies from
loss, damage, or misuse. They are responsible for equipment and tools assigned to them and for
property and supplies in their areas of responsibilities. They are responsible for the protection of
such property and supplies from misuse, use by unauthorized persons, damage, or loss.
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8. Brief employee on location of: sign in sheet (CEFMS)/ Bulletin Board/ Dispensary/

Lunch & Rest room. 225/ AA|E, By MY 5 SAHA =2 o2 9X|of cisl HdEet|ct

- Tour the facility: show employee office space, where to eat and store lunch, restrooms, copy
machines, supplies, tools and equipment, etc.
- Al ERiET| S AR A B MAAA B2 SR, =AY 5 E 2 "l 55

9. Other local rules and Regulations: 7|E}f F&0|L} #8S YT L|Ct.

- Threat Awareness and Reporting Program (TARP) training (Previously called as SAEDA
Briefing)
- HobOotH m&

- Explain Director/Supervisor's Open Door Policy and procedures for scheduling an appointment

with him/her.
-ES /PSR oY YA ofLg FTIRIE HAHE MBS LICHL
- Advise to attend New Employee Training after Check with office training coordinator for
schedule.
- Training Cooridnatoret A1 At WS UKL E =l & FrAdgh = A Y=L CL
SUPERVISOR’S NAME/SIGNATURE DATE
EMPLOYEE’S NAME/SIGNATURE DATE
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