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MEMORANDUM FOR JMD SENIOR STAFF

FROM: Lee J. Lofthus-SignatureofLeeJ.Lofthus
Assistant Attorney General
for Administration

SUBJECT: Justice Management Division (JMD) New Employee Orientation

| am pleased to announce a new initiative, the JMD New Employee Orientation program
which we will pilot this June. As you know, we have developed a range of strategies to
ensure that all IMD employees have the information and tools needed to accomplish their
work. This new orientation program is being piloted first, with all new JMD employees
who have joined us over the last year, in order to gain their feedback so that we develop
the kind of orientation that helps our employees as they enter on duly. | want to first tell
you about the actual pilot, amgcondabout supportive materials we are providing to

assist supervisors in their efforts to acclimate new employees.

First, the JMD New Employee Orientation program is an effort to welcome and introduce
new employees to the Division, and to the Department of Justice (DOJ). It has been
designed to provide the employee with a foundation of knowledge regarding JMD's mission,
organizational structure, and functions, as well as, to foster an understanding of our culture,
values, and diversity. New employees will also have an opportunity to see beyond their
position or office, and better understand how JMD supports Justice.

As Staff Directors, you will have an opportunity to periodically participate on a panel to
discuss key factors that contribute to a successful career at Justice, and | hope you take the
opportunity to join the DAAGs and me in each of these quarterly offerings. As mentioned
above, "new" employees from your organization (since October 2007) have been invited to
attend the IMD New Employee Orientation pilot program that will be held from

9:30 a.m. - 2:30 p.m. on Wednesday, June 4, at Main Justice Conference Center,
Room 7411.

Secondanother important piece of this initiative provides you with tools that help you to
actively participate in ensuring the success of our new employees on day one. We all
know that once new employees join 8taff,supervisors must help them understand

their role and how they fit into the overall organization, ensure they successfully adjust to
the job, and help them develop positive working relationships. The Personnel Staff has
developed the attached management tools: Tools and Tipsfor Success and the
Supervisor's Checklistfor New Employees, based on input they received from our new



