New Employee Checklist                                                        

Division / Branch Safety Officer

Please make use of this efficient tool to ensure a smooth transition of your new employee into the Goddard workforce.

	General Information

	New Employee’s Name:      

	Start Date:      

	Code:                  Location (Bldg. / Rm.):       
 
	Phone:      


	Within the First Three Weeks


Inform the employee of:

 FORMCHECKBOX 
 GSFC Safety & Health Resources (Greenbelt – Code 250 Safety & Environmental Division, 6-7442; WFF – Code 803 Wallops Safety Office, x7-2518 or 757-824-2518)
 FORMCHECKBOX 
 Directorate Safety Resources (AETD Safety Coordinator, x6-3816)
 FORMCHECKBOX 
 Other available resources
 FORMCHECKBOX 
 Emergency telephone number for Fire, Police and Ambulance (Greenbelt – 911 or x6-8080 from an office phone or 301-286-8080 from a mobile phone to report on-site emergencies; WFF – 757-824-1333 from a mobile phone to report on-site emergencies)
 FORMCHECKBOX 
 Location of the Health Unit (Greenbelt – x6-6666; WFF – x7-1266)

 FORMCHECKBOX 
 Location and appropriate use of fire extinguishers, fire alarm box, emergency showers, eyewash stations and personal protective clothing/equipment, and the location of two means of emergency exit from work site
 FORMCHECKBOX 
 Hazard Communication Program (chemical hazards, container labeling, Material Safety Data Sheets (MSDS), proper chemical storage, emergency spill response, etc.)
 FORMCHECKBOX 
 Reporting illness or work-incurred injury
 FORMCHECKBOX 
 Medical Surveillance Program (if applicable); including any medical monitoring requirements
 FORMCHECKBOX 
 Personal Protective clothing, equipment and uniforms; workstation ergonomics
 FORMCHECKBOX 
 Available safety and security training
 FORMCHECKBOX 
 General Office Safety (housekeeping, fire safety, slips/trips/fall prevention, etc.)
 FORMCHECKBOX 
 Applicable Safety Plans/Documents: Health and Safety Manual, Chemical Hygiene Plan, Emergency Action Plan; including disaster and evacuation procedures, Hazardous Waste Disposal, etc.
 FORMCHECKBOX 
 Traffic Safety Policies and Procedures (speed limit, seat belt use, parking, etc.)
NASA/GSFC ( Office of Human Capital Management (OHCM) in collaboration with

the New Employee Welcoming Board (NEWB)
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