Please walt...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

Y ou can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_downl oad.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

Windows s either aregistered trademark or atrademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark
of AppleInc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvaldsin the U.S. and other

countries.



C:\Users\caroline.austin\Desktop\LOTUS work folder\FC FORM 4278 FORT CAMPBELL CIVILIAN OUTPROCESSING CHECKLIST.xfdl
caroline.austin
11.0.0.20130303.1.892433
ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
PRIVACY ACT STATEMENT
AUTHORITY:
PRINCIPAL PURPOSE:
ROUTINE USES:
DISCLOSURE:
Garrison Command Policy #1.
To verify that the new Government Civilian employee has completed all onboarding requirements.
Information is used to verify new USAG-Fort Campbell employees have properly inprocessed.
Mandatory. Failure to provide this information could result in an employee incorrectly in-processing.
Page 1 of 9
(Previous Editions are Obsolete)
Instructions:  This checklist is designed to assist the supervisor, sponsor, and new team members with requirements to effectively welcome new team members to the Installation.  The Onboarding Program consists of five phases: Phase 1: Pre-arrival and Assignment of Sponsor; Phase 2: Arrival- Welcome (Day 1); Phase 3: In-processing (First 30 Days); Phase 4: Orientation (30 Days -180 Days); Phase 5: Integration (First Year of Employment).  Supervisor and/or Sponsor will annotate completion dates (or otherwise listed) for each specified item within this checklist until all requirements are met and filed with supervisor. The Director will endorse the checklist at the end of phase 5 certifying completion of all requirements.  The checklist will be retained in the team member's file upon completion. Refer to Garrison Command Policy #1 for additional guidance.  
Onboarding is Mandatory for All Civilian Employees Assigned to USAG-Fort Campbell
DATE ASSIGNED:
SPONSOR NAME (Last, First, MI): 
DUTY POSITION:
ASSIGNED TEAM MATE NAME (Last, First, MI): 
ORGANIZATION (Directorate/Division/Section):
RATER NAME (Last, First, MI): 
ORGANIZATION (Directorate/Division/Section):
SENIOR RATER NAME (Last, First, MI): 
PHASE 1:  PRE-ARRIVAL & ASSIGNMENT OF SPONSOR  
a.  Supervisor/Sponsor meets applicant prior to CPAC In-processing?
3.  Means of contact:
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 1:  PRE-ARRIVAL & ASSIGNMENT OF SPONSOR (CONTINUED)  
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
Page 3 of 9
(Previous Editions are Obsolete)
ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 2:  ARRIVAL - WELCOME (DAY 1)  
3.  CPAC requirements to include Welcome; In-Processing, Classification, Staffing; Payroll; Employee Assistance Program; Ethics; Social Media; Union; Weingarten; FOIA/PII were completed on Day 1. 
12.  Supervisor/Sponsor scheduled team member for receipt of Common Access Card.  Walk-ins are usually available at 
the Soldier Support Center, B2702, Michigan Ave, Fort Campbell or via online schedule at https://idco.dmdc.osd.mil/idco/locator
1.  Team member is met at CPAC In-processing by Supervisor, Sponsor, or Senior Leader. 
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 3:  IN-PROCESSING (FIRST 30 DAYS)  
3.  Supervisor Discussion of:  
4.  Assist to Obtain:
6.  Complete Mandatory Training Requirements.  Refer to Civilian One-Stop-Shop; Training Section: 
 https://home.army.mil/campbell/index.php/about/Garrison/DPTMS/training-division/civilian-employee-one-stop-shop/training
      If Applicable:
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 3:  IN-PROCESSING (CONTINUED)  
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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(Previous Editions are Obsolete)
ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 4:  ORIENTATION (30 DAYS to 180 DAYS)  
2.  Employee met with (designate date):
  8.  Complete Mandatory Training Requirements and review CES requirements (Refer to Civilian One Stop Shop for up to date links, Face-to-Face Training schedules and CES requirement. https://home.army.mil/campbell/index.php/about/Garrison/DPTMS/training-division/civilian-employee-one-stop-shop  
FC FORM 4277, FEB 2024
      If Applicable:
USAG-FORT CAMPBELL CIVILIAN ONBOARDING & IN-PROCESSING SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
DATE YOU BEGAN WORKING:
Instructions:  Onboarding survey will be completed by the new team member NLT 90 days after EOD.  Completed surveys will be provided to Supervisor and Director and a copy placed in the team member's file. Director will forward any issues or concerns requiring the attention of the Garrison leadership to the Deputy to the Garrison Commander.  Please answer/rate the following statements as "Yes or No" or by the rating scale: 1 (Not Satisfied); 3 (Satisfied); 5 (Very Satisfied).
4. Were you assigned a sponsor?  A sponsor is a fellow employee that assisted in your onboarding and in-processing.
5. Were you provided a Welcome Packet upon employment?
6. Were you assigned a teammate?  A teammate is a fellow employee that assists in training you for your position.
8.  Have you received a job description and performance standards?
9.  Did your first line leader/supervisor review your job description andperformance standards with you?
12.  Have you established an Individual Development Plan with your supervisor?
15.  Have you had the opportunity to meet leadership?  
a.  Please indicate which leaders you had the opportunity to meet (Director, Deputy Garrison Commander, Garrison Commander, etc.). 
16.  Please provide any additional comments on your onboarding and in-processing experience and suggestions for improvement
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
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ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
PHASE 5:  INTEGRATION (FIRST YEAR OF EMPLOYMENT)  
2.  Complete Mandatory Face-to-Face Training Requirements (Refer to Civilian One Stop Shop for current Face-to-Face dates  - Note: Refer to “Training Stand-up Day” for a combined Face-to-Face schedule)   https://home.army.mil/campbell/index.php/about/Garrison/DPTMS/training-division/civilian-employee-one-stop-shop
     g.  Civilian Education System (CES) Requirements (if applicable):
   (1)  Foundation Course (FC): Required for all Army civilians, interns, team leaders, supervisors, and managers hired after 30 September 2006.  FC must be completed within first year of employment.   https://www.atrrs.army.mil/channels/chrtas.
(2)  Basic Course dL or Residence Course (Grades GS01-GS09 or Equivalent)   
(3)  Intermediate Course dl (PH1) & Residency (PH2) (Grades GS10-GS12 or Equivalent)   
(4).  Advanced Course dl (PH1) & Residency (PH2) (Grades GS13-GS15 or Equivalent) 
(5)  Continued Education for Senior Leaders (CESL) (Grades GS14-GS15 or Equivalent) 
FC FORM 4277, FEB 2024
USAG-FORT CAMPBELL CIVILIAN ONBOARDING CHECKLIST & SURVEY
(Refer to Garrison Command Policy #1 for guidance.  The proponent of this form is DHR.)
Page 9 of 9
(Previous Editions are Obsolete)
ORGANIZATION (Directorate/Division/Section):
EMPLOYEE NAME (Last, First, MI): 
DIRECTOR ENDORSEMENT OF ONBOARDING COMPLETION
FC FORM 4277, FEB 2024
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