ASD New Employee Orientation Responsibility Matrix

	Supervisor
	Buddy/Buddies
	NEO Coordinator

	MACRO
	MICRO
	QA

	· Contact NEO Coordinator

· Start Date, location, extension, name of Buddy

· Welcome/Orientation

· Start Process

· Benefits sign up

· Location (Office Space)

· Intro to Buddy & team

· Dept./Div organization, goals, mission

· ASD organization, goals, mission, matrix concept
· Position Description

· Expectations

· Establish performance goals

· Attendance

· Probation

· P2R/PRD

· Salary process
· Leave Guidelines

· Work hours

· Breaks

· Leave notification

· LETS/Project ID
· Lab Equipment Policy

· Lab Business ONLY

· Phone/faxes, computers, vehicles
· Safety:

· JHQ

· Ergo evaluation, & follow-up

· EH&S training
· Evacuation procedures
· Duck/cover/hold, Assembly area, x7911

· Training 

· Identify training needs

· Academy

· Onsite/Offsite
· Union

· Site Access

· Badges

· Parking
· Computers

· Site Licensing

· Cyber Security

· E-mail/100mb
· Desk Manual

· Celebrate Passing Probation
	· Be an available resource

· Desk Manual

· Acclimate to space: rest rooms, supply rooms, office equipment

· Phone procedures 

· Set up voice mail

· Computers

· E-mail – Tips

· Set up user profile

· Local drive

· Help desk
· Networks

· Printers

· Servers
· Calendar - Tips

· Access, usage

· Websites 

· Main

· Directory

· ASD & ASD Academy

· Computer Help

· Work Request Center 

· Gate Access

· Self Help

· Office procedures:

· Mail system/FedEx

· Ordering supplies

· PRP

· LETS

· Property/Equipment

· Lab vehicles

· Travel

· Finance/Check requests, IRIS

· Memo/Presentation Formats

· Archiving

· Meetings/Conferences

· Give personal tour of the LBL site

· Division Locations, Cafeteria, Mail Room FedEx, Security, ATM.

· Bus System 

· Safety:

· Duck, cover, hold

· Assembly area

· 7911

· Labwide Communication

· The View

· Today @ LBL

· Level 1’s ASD/Div/Lab
	· Contact 1st day - Intro

· Contact after 1st week.

· Set up meeting

· Deliver PP presentation

· New employee survey

· Invite new employee to group meeting with BSD Management

· Safety Status

· JHQ Completed?

· Classes scheduled?

· Ergo Eval. complete?
· Ensure understanding of what Sup discussed

· Answer any questions

· Contact

· 60 Days

· Check in

· 90 Days

· Has evaluation been provided?

· Discuss challenges

· Inform Supervisor of progress/issues

· Celebrate Passing Probation


4/13/04


