ITEMS FOR DISCUSSION BY SUPERVISOR

Employee’s Name
           Title / Series / Grade / Location         EOD Date
	
	
	


         
HOURS OF DUTY AND LEAVE - Explain hours of duty the employee will be expected to work, method of signing in and out and flexitime, if applicable.  Advise the employee of procedure for requesting leave as well as when and whom to notify if unable to report for work. 

           POSITION DESCRIPTION - Provide the employee with a copy of the official   position description.  Discuss the contents of the position description to insure that there is a common understanding of what is expected of the employee.
           PERFORMANCE STANDARDS - Performance standards need to be developed and discussed with the employee as soon as possible after the employee enters on duty.  The employee should be asked to sign the standards and be provided with a copy of the performance standards.  Inform the employee of the date when the next performance appraisal will occur and explain the mid-year review process.  (An employee cannot be evaluated until he/she has worked for at least 90 days under the standards).  Discuss with the employee the impact a performance appraisal can have, i.e., a good performance appraisal may result in a cash award and a poor performance appraisal will result in the withholding of a within grade increase.  TEMPORARY/TERM EMPLOYEES MUST HAVE PERFORMANCE STANDARDS.  (See exceptions in Directive 418.3).

          
TRAINING/INDIVIDUAL DEVELOPMENT PLANS (IDP) - Explain the availability of training and the purpose of the IDP.  The IDP is done annually in conjunction with the performance appraisal process. 

          
SAFETY - Discuss with the employee the procedure to be followed if injured and availability/requirements of protective clothing or specialized safety equipment.  Safety training will occur within 30 days of EOD with the local safety officer.  
THE TOPICS SHOWN ABOVE HAVE BEEN DISCUSSED
                                                             
_________________________________
EMPLOYEE SIGNATURE
       Date
SUPERVISOR SIGNATURE          Date

Mail to the Area Office Personnel Department within 30 Days of Hire
