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NEW EMPLOYEE ORIENTATION 

 
 
I.  PURPOSE 
 
This directive describes the new employee orientation program and provides guidelines 
to use when orienting new employees. 
 
II.  CANCELLATION 
 
This directive cancels FSIS Directive 4200.2, dated 8/26/82. 
 
III.  REASON FOR REISSUANCE 
 
This directive provides uniform guidance for an effective orientation program and 
facilitates induction training implementation. 
 
IV.  ABBREVIATIONS AND FORMS 
 
 CFL  Center for Learning 
 HRD  Human Resources Division 
 
 FSIS Form 4200-1, Agency Orientation Checklist 
 FSIS Form 4200-1a, Job-Site Orientation Checklist 
 
V.  DEFINITIONS 
 

A. “FSIS – The BIG Picture.”  Overview of the USDA and in depth 
information about FSIS including its mission, vision, organizational structure, program 
area functions, and key personnel. 

 
B. Induction Training.  Specific position or job related training new 

employees receive immediately following orientation. 
 
C. New Employee.  An employee who has never worked for FSIS.
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D. Orientation.  On-going process through which new employees learn 

about the Agency, its’ mission, and culture.   
 

E. Servicing Human Resources Office.  Human Resources Field Office 
(HRFO), Minneapolis, MS.   
 
VI.  POLICY 
 
FSIS policy is to:  
 

A. Acquaint new employees with the workplace as quickly as possible and 
ensure they have all the information necessary to effectively fulfill their responsibilities.   

 
B. Require that all new employees begin and participate in the New 

Employee Orientation Program during their first week of employment. 
 
VII.  PROCEDURES 
 
The orientation program provides employees an opportunity to develop to their potential 
and to perform at the level of proficiency expected.  The program provides information 
over a 9-month period and implements in the following phases: 
 

A. Phase I, Pre-Appointment. 
 

1. Purpose.  To reduce the amount of time completing the forms 
required on the first day of employment.  Completion of pre-appointment forms at home 
also allows the new employee adequate time to read the material before making various 
benefit decisions.  
 

2. Content.  The employee receives applicable materials in advance 
of reporting for duty while other materials are provided when the employee reports for 
duty.   
 
 B. Phase II, Agency Orientation. 
 

1. Purpose.  To administer the oath of office, complete appointment 
documents, and provide new employees with consistent Department and Agency 
information.   

 
  2. Content.  At a minimum, this phase includes: 
 
   a. FSIS “The BIG Picture”. 
 
   b. General information on employee benefits and other topics, 
such as: 
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    (1)  Leave. 
 
    (2) Pay. 
 
    (3) Group health and life insurance. 
 
    (4) Equal Employment Opportunity. 
 
    (5) Labor and Employee Relations. 
 
    (6) Training and development. 
    
  3. Induction Training (Identified by Job Responsibilities).  All new 
employees must complete training on the Regulatory Framework for FSIS. 
 
  4. Union Representation.  The Union must be notified and provided 
the opportunity to attend formal orientation sessions which involve bargaining unit 
employees. 
 

C. Phase III, Job-Site Orientation. 
 
  1. Purpose.  To acquaint the new employee with actual worksite, key 
supervisors, co-workers, and job responsibilities. 
 
  2. Content.  Items from Part A of FSIS Form 4200-1a (see 
Attachment 2). 
 
 D. Phase III, Supervisory Follow-up. 
 
  1. Purpose.  To address any questions or concerns the new 
employee may have, and to discuss topics such as the performance elements and 
standards, ratings, promotion program, awards program, and any other unanswered 
questions from materials in Phases I through III.   
 
  2. Content.  Items from Part B of the FSIS Form 4200-1a (see 
Attachment 2). 
 
 E. Phase III, Agency Follow-up. 
 
  1. Purpose.  Evaluates the New Employee Orientation Program and 
ensures that each employee has the opportunity to develop to their potential. 
 
  2. Content.  Memorandum and questionnaire. 
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VIII.  RESPONSIBILITIES 
 
The responsibility for implementing the New Employee Orientation Program is shared 
among Human Resources Division, program areas or employing units, CFL, immediate 
supervisor, and the new employee.  
 

A. Human Resources Division.   
 
  1. Provides new employee orientation materials. 
 
  2. Offers regularly scheduled orientation sessions for new 
Headquarters employees.   
 
  3. Provides the program areas or employing units, CFL, and 
immediate supervisors with necessary documents or forms for completing their 
orientation responsibilities. 
 
 B. Program Areas or Employing Units. 
 
  1. Offer regularly scheduled sessions for new employee orientation. 
 

2. Provide new employees with Phase II, Agency orientation. 
 
  3. Provide new employees with orientation specific to their program 
areas or employing unit. 
 
  4. Complete FSIS Form 4200-1a (Attachment 1). 
 
 C. Immediate Supervisor.  The immediate supervisor is the most important 
person in the orientation process and should provide on-going guidance and counsel. 
 

1.  Initiates and encourages a continuing and open dialogue with new 
employees. 

 
2. Provides new employees with Phase III, Job Site Orientation. 
 
3. Discusses topics outlined in FSIS Form 4200-1a (Attachment 2). 

 
4. Provides job specific orientation and on-the-job training needed for 

new employees to perform their job successfully. 
 
5. Provides new employees with Phase III, Supervisory Follow-up, as 

a continuation of the Job Site Orientation. 
 
6. Completes FSIS Form 4200-1a (Attachment 2) for each new 

employee and maintains it in the employee’s file.  
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D. Center for Learning. 

 
  1. Develops and maintains the “FSIS – The BIG Picture” materials 
and distributes the material to all program areas or employing units. 
 
  2. Ensures that all “FSIS – The BIG Picture” materials are current.  
 

3. Coordinates the development and presentation of induction training 
for new employees. 
   

4. Assesses and validates the New Employee Orientation Program. 
  

E. New Employee. 
 
  1. Completes and submits appropriate personnel forms. 
 

2. Actively participates in the New Employee Orientation Program and 
successfully completes induction training.  
 
  3. Seeks information to enhance the individual orientation and 
development process. 
 

 
 

 
Attachment  

1 Sample FSIS Form 4200-1, Agency Orientation Checklist 
2 Sample FSIS Form 4200-1a, Jobsite Orientation Checklist
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SAMPLE FSIS FORM 4200-1, AGENCY ORIENTATION CHECKLIST 
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SAMPLE FSIS FORM 4200-1a, JOBSITE ORIENTATION CHECKLIST 
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