Orientation Packet

You have been given an orientation packet to guide you through your deployment process. This is yours to keep and take with you as a valuable reference guide.  We have provided contact information, guidance we think you will need and forms to aid us with this process.
In your packet you should have received:

In-processing Information & Forms  (Left Pocket)

  ●   In-processing checklist (Employee must have completed)

  ●   EngLink guidance

  ●  Response Data sheet (Employee must complete)

  ●  Departure Log (Employee must complete)

  ●  Identity Verification Guidance (Employee must confirm w/Security)

In-processing Information: 

  ●  Commander Memo 

  ●  Work Schedule Memo

Travel Information & Guidance

  ●  Responder Deployment Memo

  ●  Comp Time Off Travel Guidance

OWCP & EAP Benefit Information 

  ●  What to do if you are injured while working.

  ●  What to do if you need EAP services.  (EAP Card in left cardholder.) 

Security Information  (What to expect at your new temporary location.)

Safety Tips  

  ●  General disaster Response Information
  ●  Safe Winter Driving

  ●  Preliminary Accident Notification Form

  ●  Cold Weather Guidance

Timekeeping Guidance  

  ●  Sample Timekeeping Instructions, Coding and Timesheet

  ●  Pay Entitlements

  ●  Sample Bi-Weekly Pay Cap Waiver Memo

  ●  Sample FLSA Memo

Ethics  (Basic Principles of Ethical Conduct)

Public Affairs Guidance  

  ●  How to talk to the media

  ●  2 pocket foldouts in Left Pocket of packet  

Checklists  (Could also include Cold Weather Gear and a Supply checklist)

  ●  In-processing checklist  (FYI only original in Left Pocket of packet)

  ●  Out-processing checklist (FYI only original in Right Pocket of packet)


General Information

  ●  Home Station  Telephone numbers

  ●  Contact guidance (877-hiusace)

  ●  Sample Family Support Center Letter

  ●  Consideration of Others

  ●  Prevention of Sexual Harassment (POSH) 

  ●  EngLink update guidance

  ●  Response Data sheet (FYI only original in Left Pocket of packet)

  ●  R & R Procedures & Request form (Eligible if deployed over 60 days) 

  ●  Departure Log (FYI only original in Left Pocket of packet)  

Out-Processing Information (Right Pocket)

  ●  Out-processing Checklist (Employee must have completed)

  ●  Initial Impressions Report (Employee must complete)

  ●  After Action Comment Sheet (Employee must complete)
