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OBJECTIVE:  To assist supervisors in accomplishing a systematic welcome during in-processing 
and initial evaluation of newly assigned personnel.  This introduction period provides the greatest opportunity to win the new worker’s loyalty, stimulate interest, and provide the incentive to become a motivated worker.


This guide is broken down into two sections.

SECTION I - Supervisor’s Checklist;

and SECTION II,  Initial Evaluation (to be accomplished within 90 days).

1.  SECTION I - Supervisor’s Checklist:  This section applies to all newly assigned personnel.


a.  GET READY TO RECEIVE THE NEW WORKER.



(1).  Have an up-to-date description of the job, or a list of the duties and responsibilities 


available for discussion with the new worker.



(2).  Have the work place, tools, equipment, and supplies ready.


b.  WELCOME THE NEW WORKER.



(1).  Introduce self & briefly discuss your professional background.



(2).  Put the individual at ease.



(3).  Offer a cup of coffee or soft drink.



(4).  Ask an open-ended question; e.g., ‘how are the quarters and the food?’



(5).  Discuss what your relationship will be with the trainee.
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c.  SHOW GENUINE INTEREST IN THE WORKER.



(1).  Discuss their background and interests. 



(2).  Inquire about their housing situation.



(3).  Inquire about their transportation to and from work.



(4).  Assign them a work place, tools, and equipment.



(5).  Review their work experience, education, and training.



(6).  Ask about hobbies which could relate to the AFSC.


d.  EXPLAIN THE WORK OF THE UNIT.



(1).  Describe the mission.



(2).  Outline the Organization and Chain of Command



(3).  Indicate their position within the organization.



(4).  Explain the relationship of their work to that of other workers.



(5).  Let them know to whom they report and who reports to them, if any.


e.  INTRODUCE THEM TO THE SUPERVISOR OF THE UNIT AND TO THEIR WORKERS.



(1).  Explain to each co-worker the new workers duties.



(2).  Explain duties of each person to whom introduced.



(3).  When possible, arrange for a co-worker to go to lunch with them the first day.


f.  SHOW THEM THE LAYOUT AND AVAILABLE FACILITIES.



(1).  Explain layout of workcenter.



(2).  Take them around to other facilities or flightline areas for familiarization.


g.  EXPLAIN RULES AND REGULATIONS.



(1).  Duty Hours and Location.
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(a).  Punctuality and Good Attendance.




(b).  Break and Lunch Periods.




(c).  Use of Telephone.



(2).  Minimum Acceptable Performance and Standards.



(3).  Safety (Fire Regulations, Smoking, Flightline, Hospital, etc.).



(4).  Security.



(5).  Uniforms.



(6).  Equipment/Systems.



(7).  Personal Accountability.



(8).  Recall, Mobility, TDY Requirements.



(9).  Special Training, Ancillary, etc.



(10).  Publications



(11).  Other office or workcenter practices and procedures.  (Scheduling, Mandays, etc.).



(12).  Maintaining AFI 36-2903 and 40-502 Standards.



(13).  Military Courtesy in and out of work areas.

2.  SECTION II, Initial Evaluation


All newly assigned personnel will receive an extensive initial evaluation of past and present training accomplishments.  Initial Evaluations must be flexible enough to cover nearly everything needed for motivation and career/job guidance which establishes common ground between trainees and supervisors concerning on-the-job performance.


a.  EXPLAIN THE OJT PROGRAM AND RESPONSIBILITIES.

(Applies to individuals in 3, 5, and 7-skill level normal and retraining status)

(1).  Bring the worker to the training manager if she/he has not already been there.  (A 623 OJT Record will be put together at this time).



(2).  Explain the importance of training in relation to job performance, job satisfaction, and



how it ties in with promotion.



(3).  Ensure they understand the section/workcenter training goals and work standards.



(4).  Explain the TQR and how its used as a tracking tool during upgrade training.



(5).  Review the specialty description from AFI 36-2108 and mandatory upgrade requirements



contained in AFR 35-1, Table 4-4 with the trainee.



(6).  Review AFI 36-2201 OJT Trainee’s Responsibilities.



(7).  Review the Master Training Plan and explain it’s function.

b.  EVALUATE INDIVIDUAL’S TRAINING RECORDS.


(Applies to all newly assigned personnel regardless of training status).



(1).  Perform a review of previous entries in the AF Form 623.




(a).  STS/JQS:  Erase all circles identifying prior requirements.  Using Master Task




Listing, indicate requirements for the individual’s new workcenter.




Review those tasks that reflect prior certification and perform an evaluation to 




determine proficiency.  On those tasks still required for the new duty position,




decertify and start training if proficiency is questionable (IAW AFI 36-2201).

(b).  AF Form 797:  If tasks do not apply to new duty position, remove from




training record and give to the individual.  If the tasks still apply, use STS/JQS




document procedures.




(c).  Use your Master Task Listing to determine the extent of training required in the




duty section.




(d).  Identify the tasks that will be required in the duty position by circling in pencil




the subparagraph numbers or letters next to the task statement.  In pencil, enter the start




date only as training begins.  Erase all circles that do not apply to the current duty




position (Ref:  AFI 36-2201).



(2).  Explain counseling procedures and documentation on 623a.



(3).  Discuss additional training requirements, i.e., Recurring Training, Ancillary Training,



Additional Duties, and Schools with the individual.  Explain how, when, and where these items



will be accomplished.




(a).  AF Form 1098:  Supervisor will match this form with the MEDs document and




review for currency only those entries that are requirements of the new duty position.




Those that are current are acceptable until the due date.  Those that are not, will be




referred for retraining.



(4).  For sections/workcenters that maintain an AF Form 1320, include the individual’s name



on the training chart and explain its usage.


c.  EXPLAIN THE CDC PROGRAM.


(Applies to those individuals in upgrade training who require CDC completion).



(1).  Explain how the CDC will enhance knowledge, understanding of their AFSC, and



upgrading.



(2).  Describe CDC procedures completely; i.e., study habits, workbook exercises, VREs, CEs,



and your completion requirements as the immediate supervisor.



(3).  Review Continuation/Sustainment requirements as deemed applicable.



(4).  Review generic duty/section assignments and plan a follow-up evaluation.


d.  EXPLAIN THE SECTION/WORKCENTER’S PROCEDURES FOR CONDUCTING 
TRAINING.  ASSIGN A TRAINER IN THOSE CASES WHERE THE SUPERVISOR IS


DELEGATING TRAINING RESPONSIBILITY.



(1).  Give step-by-step instructions.  Don’t assume the individual knows.



(2).  Indicate availability of instructors for future assistance.



(3).  Provide learning aids - Samples of work, Manuals, T.O.s, Job Instructions, Office
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Procedures, Manufacturers Instructions, and List of Special or Technical Terms.



(4).  Explain use and care of Tools and Equipment.



(5).  Stress Safe Work Habits.



(6).  Stress Security Aspects of job, if applicable.



(7).  Explain evaluation process.


e.  EVALUATE THE TRAINING PROCESS.


(Applies to all assigned personnel regardless of training status).



(1).  Call and report deficiencies noted in training as explained in the CFETP.



(2).  Constantly evaluate individual task performance (Perform task evaluations).


f.  REVIEW COMMANDER’S TRAINING POLICY.


g.  QUESTION AND ANSWER SESSION.

