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GovCon Services, Inc.
NEW EMPLOYEE 

ORIENTATION CHECKLIST

	Employee Name:


	Department:
	Start Date:

	Job Title:


	Supervisor:

	COMPANY ORIENTATION

	Employee Forms
	Discuss with Employee

	 Application Form completed

 I-9 Form and supporting documentation

 Federal Withholding W-4 Form

 Timecard/Sheet Issued

 Company Property Receipt

 Benefits Handbook (s) Issued:

 Medical Insurance Form

 Dental Insurance Form

 Life Insurance Form

 Other ______________________

 Other ______________________

 Employee Handbook Issued

 Handbook Receipt Form

 At-Will Employment Acknowledgment

 Agreement re: Off-Duty Recreational Activities

 Employee Number Assigned: __________________

 Personnel Action Form completed

 California Employee:

 State Withholding Form (DE-4)

 State Disability Insurance Pamphlet

 Sexual Harassment Information

 Pregnancy Disability Leave Information
	 Company Policies

 Introductory Period

 Insurance Benefits

 Dress Code

 Timecard/Sheet Procedures

 Phone Calls and Messages

 Paydays/Advances

 Other ______________________

 Other ______________________

 Other ______________________

	Company Orientation Completed by:
	Date:

	INDIVIDUAL JOB AND SAFETY ORIENTATION

	Employee Forms
	Discuss with Employee

	 Worker’s Compensation Information

 Safety Information

 Job Description


	 Job Duties

 Work Schedule/Overtime

 Time Clock Location and Use

 Attendance Policy

 Facility Tour:

 Explanation of Departments

 Lunchroom/Smoking Areas

 Restrooms

 Vending Machines/Catering Truck

 Parking

	Job and Safety Orientation Completed by:
	Date:

	I acknowledge completing the documents indicated and receiving and understanding the information outlined and discussed in this orientation.  I further acknowledge that receipt of this material does not constitute an employment contract, and that I am employed at-will, and the terms of employment including, but not limited to termination, demotion, promotion, transfer, compensation, benefits, duties, and location of work may be changed at any time, for any reason, with or without cause and with or without notice.

	Employee Signature:
	Date:




GovCon Services, Inc.
EMPLOYEE HANDBOOK

ACKNOWLEDGMENT
	The Employee Handbook describes important information about GovCon Services, Inc., and I understand that I should consult my supervisor or the Human Resources Manager regarding any questions not answered in the manual.

I have received a copy of the Employee Handbook and understand that it contains important information about GovCon Services, Inc. general personnel policies and about my privileges and obligations as an employee.  I acknowledge that I am expected to read, understand, and adhere to Company policies and to familiarize myself with the material in the Handbook, and that GovCon Services, Inc. may change, rescind, delete, or add to any policies, benefits, and practices described in the Handbook from time to time, at its sole and absolute discretion, with or without prior notice.  GovCon Services, Inc. will advise employees of material changes within a reasonable time.  I understand that revised information may supersede, modify, or eliminate existing policies, benefits, and practices.  Only the President of GovCon Services, Inc. has the ability to adopt any revisions to the policies in this handbook.

I received a copy of the Employee Handbook on _____________________.



	EMPLOYEE SIGNATURE:


	DATE:

	EMPLOYEE NAME: (TYPED OR PRINTED)



GovCon Services, Inc.
AT-WILL EMPLOYMENT

ACKNOWLEDGMENT

	I acknowledge that my employment at GovCon Services, Inc.is “at-will”, meaning that the terms of employment may be changed with or without notice, with or without cause, including but not limited to termination, demotion, promotion, transfer, compensation, benefits, duties, and location of work.  I have entered into my employment with GovCon Services, Inc. voluntarily, and acknowledge that there is no agreement or contract express or implied between GovCon Services, Inc. and me for continuing or long-term employment.  While supervisors and managers have certain hiring authority, no supervisor or manager or representative of GovCon Services, Inc. has any authority to alter the at-will relationship. 



	Employee Signature:


	Date:

	Employee Name (typed or printed)




GovCon Services, Inc.
TIME SHEET

- Weekly -

	Employee Name


	Department #
	Period Begin Date
	Period End Date


	Employee Number

	Day
	Date
	Time In
	Lunch
	Time Out
	Total Hours
	THIS AREA TO BE COMPLETED BY SUPERVISOR

	
	
	
	
	
	
	HOURS
	CODE
	EXPLANATION

	
	
	
	OUT
	IN
	
	
	REG
	OT
	OTHER
	WP
	WOP
	

	SUN
	
	
	
	
	
	
	
	
	
	
	
	

	MON
	
	
	
	
	
	
	
	
	
	
	
	

	TUE
	
	
	
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	
	
	
	

	THU
	
	
	
	
	
	
	
	
	
	
	
	

	FRI
	
	
	
	
	
	
	
	
	
	
	
	

	SAT
	
	
	
	
	
	
	
	
	
	
	
	

	
	Check if Employee’s work week is other than Monday-Friday.  Specify Days:
	Total Reg.  Hr.


	Total

OT Hrs.
	Total

Other Hrs 
	CODE: WP - WITH PAY
WOP - WITHOUT PAY 

	
	
	
	
	
	S    Sick


L    Leave of Absence

T    Tardy/Early Leave

W   Worker’s Compensation

V    Vacation


D    Disciplinary/Suspension

H    Holiday


E    Excused/Other

P    Personal

	I hereby certify that this time record was kept current by me and that I had at least the minimum break/meal periods prescribed by law and that this record is correct.
	Supervisor Signature:
	Date:

	Employee Signature:


	Date:

	SUPERVISOR COMMENTS:




GovCon Services, Inc.
SEXUAL HARRASMENT BROCHURE

Employee Notice
Sexual harassment is prohibited by GovCon Services, Inc. and is against the law.

Every employee should be aware of:

•
what sexual harassment is

•
what steps to take if harassment occurs

•
state law prohibiting retaliation for reporting sexual harassment

Please read this information sheet.  If you have any questions or concerns about it, contact your supervisor, personnel department representative or your investigative officer for further information.

How to Stop Sexual Harassment

1.
When possible, simply tell the harasser to stop.

The harasser may not realize the advances or behavior are offensive.  When it is appropriate and sensible, simply tell the harasser the behavior or advances are unwelcome and must stop.

2.
You are strongly encouraged to report sexual harassment.  Contact your supervisor, another manager or the human resources department representative.

Sexual harassment or retaliation should be reported in writing or verbally.  You may report such activities even though you were not the subject of harassment.

3.
An investigation will be conducted

GovCon Services, Inc. will investigate, in a discreet manner, all reported incidents of sexual harassment and retaliation.

4.
Appropriate action will be taken

Where evidence of sexual harassment or retaliation is found, disciplinary action, up to and including termination, may result.
What is Sexual Harassment?

Although many people think of sexual harassment as involving a male boss and a female employee, not all sexual harassment is done by males.  Sexual harassment often involves co-workers, other employees of GovCon Services, Inc. or other persons doing business with or for GovCon Services, Inc.  It's against the law for females to sexually harass males or other females, and for males to harass other males or females.

The Law

The law defines harassment due to sex as sexual harassment, gender harassment and harassment due to pregnancy, childbirth or related medical conditions.

1.
Verbal harassment - epithets, derogatory comments or slurs.

Examples:  Name-calling, belittling, sexually explicit or degrading words to describe an individual, sexually explicit jokes, and comments about an employee's anatomy and/or dress, sexually oriented noises or remarks, questions about a person's sexual practices, use of patronizing terms or remarks, verbal abuse, graphic verbal commentaries about the body.

2.
Physical harassment - assault, impeding or blocking movement, or any physical interference with normal work or movement, when directed at an individual.

Examples:  Touching, pinching, patting, grabbing, brushing against or poking another employee's body, requiring an employee to wear sexually suggestive clothing.

3.
Visual harassment - derogatory posters, cartoons, or drawings.

Example:  Displaying sexual pictures, writings or objects, obscene letters or invitations, staring at an employee's anatomy, leering, sexually oriented gestures, mooning, unwanted love letters or notes.

4.
Sexual favors - unwanted sexual advances which condition an employment benefit upon an exchange of sexual favors.

Example:  Continued requests for dates, any threat of demotion, termination, etc, if requested sexual favors are not given, making or threatening reprisals after a negative response to sexual advances, propositioning an individual.

It is impossible to define every action or all words that could be interpreted as sexual harassment.  The examples listed above with the state definition of sexual harassment are not meant to be a complete list of objectionable behavior nor do they always constitute sexual harassment.
Federal Law

Under federal law, unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

1.
Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment;

2.
Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or

3.
Such conduct has the purpose or effect of unreasonably interfering with an individual's work performance creating an intimidating, hostile, or offensive working environment

Harassers Are Personally Liable

If you, as an employee, are found to have engaged in sexual harassment, or if you as a manager know or should have known about the conduct and condone or ratify it, you may be personally liable for monetary damages.  GovCon Services, Inc. will not pay damages assessed against you personally.

In addition, this Company will take appropriate disciplinary measures - termination is one possible action against any employee who engages in sexual harassment.

Protection Against Retaliation

Company policy and state law forbid retaliation against any employee who opposes sexual harassment, files a complaint, testifies, assists or participates in any manner in an investigation, proceeding or hearing conducted by GovCon Services, Inc., the Department of Fair Employment and Housing or the Fair Employment and Housing Commission.

Prohibited retaliation includes but is not limited to:

•
Demotion

•
Suspension

•
Failure to hire or consider for hire

•
Failure to give equal consideration in making employment decisions

•
Adversely affecting working conditions or otherwise denying any employment benefit to an individual.

Additional Information

The Equal Employment Opportunity Commission (EEOC) is the federal agency that resolves sexual harassment claims.  To contact the commission, consult directory assistance for Washington, D.C. or write to Equal Employment Opportunity Commission, 1801 L Street, NW, Washington, D.C. 20507.

