Orientation Plan 

for 

Employee’s Name, Program Analyst, ARC-DCTD

Date
9:00 AM 
, ARC Manager 


Location

Overview of Organization/ARC and Team Policies
(  Review Orientation Plan (Refer to ARC Information on Shared Drive)

(  Review Standing Meetings 

(  CWS Policy and Work Schedules, Timekeeping

(  Review of Organizational Structure (Handout:  Org Charts)  

· EPMP 

· Employee Awards

· Set up 1-1 meeting time

· Review position duties

· Discuss training needs

· Introduction to OD staff

TO BE SCHEDULED:

ARC Employee’s Name, Budget Analyst/AO, OD





31/3A44


Role of Division Budget Analyst


Training on grants-related division duties for hand-off (Exceptions/AER/ARA etc)

Administrative Housekeeping Needs:  Keys/CardKeys/Computer/Supplies

Employee’s Name, Lead Secretary, OD 





31/3A44

Coffee Club; Birthday Fund; Water Fund etc.

Employee’s Name, Lead Personnel Assistant





EPN/830


Entrance on Duty Processing

Employee’s Name, Deputy Manager




EPN/830

Role of Team Members; Deputy, AO, PMS, AA, AT, PA 

Introduction to team members in EPN, Overview of BRB

Program AOs
 (Separate Meetings):





EPN/830

Employee’s Name, CTEP

Employee’s Name, DTP ( + Tour FCRDC)

Employee’s Name, CDP

Employee’s Name, RRP & BIP
Overview of Programs:  Mission, people, unique administrative needs, history, and introduction to Program Directors & others

