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I. INTRODUCTION

This handbook contains guidance and general policies for the New Hire Bridge (NHB) Employee Resource Group (ERG).  The NHB ERG is designed to create and maintain a network for incoming employees and recently hired employees.

The NHB ERG is open to all candidates who have accepted an offer to work at the Naval Surface Warfare Center (NSWC), Carderock Division, as well as employees hired within the last 5 years.

All policies and guidelines in this handbook are subject to change as the program develops.  Addendums or updates to this handbook shall be made accordingly.




II. STRUCTURE

The NHB ERG is designed to be run by participants of the program in an effort to promote participation and provide a peer-to-peer environment.  The NHB ERG is sponsored and overseen by a Program Sponsor who interacts with the network through the ERG officer cabinet as well as an HR Advisor.  Detailed descriptions of all roles follow in § III. RESPONSIBILITIES.

The NHB ERG is structured to support the requirements and bylaws of an Employee Resource Group (ERG) (See Figure 1).  This structure is led by a cabinet of officers, a Program Sponsor and an HR Advisor.  Subsequent committees may be established at the discretion of the officers with committee chairs appointed by the Chair with the confirmation of the Program Sponsor.  Officers and committee chairs shall serve 1 year terms, for a maximum of 3 years.  Departing officers and chairs will work with the HR Advisor and Program Sponsor to transition responsibilities to the newly elected leadership.

Committee members will be comprised of volunteers participating in the NHB ERG.  Volunteers can serve any period of time while eligible to be part of the NHB ERG.


























Figure 1.  Program Structure



III. RESPONSIBILITIES

This section will outline the roles and responsibilities expected of each while participating in the NHB ERG.

PROGRAM SPONSOR
· Serves as a liaison between the NHB ERG and Division management
· Provides administrative and appropriate financial support
· Monitors the effectiveness of the program
· Provides technical advice and management support


HR ADVISOR
· Provides technical advice and management support
· Provides a list of new hires monthly
· Matches buddies with new hires
· Acts as the NR point of contact for programs
· Assists Officer Cabinet in facilitating programs


NHB ERG CHAIR
· A volunteer participating in the NHB ERG
· Oversees committees and Cabinet 
· Works with HR advisor to manage programs
· Assists HR Advisor and acts as a liaison between the Program Sponsor and the NHB ERG
· Preside over all NHB ERG Cabinet and General Body meetings


NHB ERG VICE CHAIR
· A volunteer participating in the NHB ERG
· Perform all duties of the NHB ERG Chair, in their absence
· Serve in a management capacity over all standing committees
· 

NHB ERG SECRETARY
· A volunteer participating in the NHB ERG
· Take minutes of all NHB ERG Cabinet and General Meetings
· Provide assistance with media releases concerning NHB ERG matters
· Act as custodian of all NHB ERG Cabinet records, except those specifically assigned to other members.


COMMITTEE CHAIRS
· Volunteers participating in the NHB ERG
· Oversee their committee and facilitate tasks within the scope of that committee
· Develop new initiatives and redefine/broaden the committee scope as appropriate


COMMITTEE MEMBERS
· Volunteers participating in the NHB ERG
· Assist the committee chair with accomplishing tasks

IV. COMMITTEE DESCRIPTIONS

WEBSITE COMMITTEE
The NHB ERG website will provide a central location for information to all members of the NHB ERG.  The Website Committee will be tasked with updating and maintaining the website.  NHB ERG members are encouraged to submit problems and suggestions for the website.  The committee shall be responsible for fixing all problems and can choose to incorporate suggestions.

The website shall be accessible to all NHB ERG members as well as those who have accepted an offer to work at NSWC Carderock Division.  The website must be accessible from computers outside of the Navy Marine Corps. Internet (NMCI), and off-site.  The website must inform users, via disclaimers, that any information posted will be available to the general public.

The website shall contain, but is not limited to, calendar of events, first day/orientation paperwork, information about Carderock Division, resources, NHB ERG program information, and contact information.

NHB ERG Intranet Site: https://crbewebappdev.dt.navy.mil/intra/newhire/
NHB ERG Internet Site: http://www.navsea.navy.mil/nswc/carderock/pub/career/newhire.aspx
NHB ERG MilSuite Site: (requires MilSuite/MilBook login) https://www.milsuite.mil/book/groups/nswc-cd-new-hire-bridge-nhb-erg


SOCIAL COMMITTEE
The Social Committee will be tasked with the update and maintenance of the NHB ERG distribution list.  They will also be responsible for planning NHB ERG sponsored activities, both on base and outside of work.  NHB ERG members are encouraged to propose ideas and activities.

The social schedule (See Figure 2 for example) will contain all upcoming activities and will be sent to all members of the NHB ERG monthly.  In order to the reduce the workload of the Social Committee, the person who submits a non-NHB ERG sponsored activity shall serve as the point of contact for that activity and its planning.

Ideas for activities at both sites could include, but are not limited to, all sponsored base-wide activities, intramural sports sponsored by the base, alumni lunches, lunches with Division leaders, etc.  The Carderock Division cannot be held liable for activities held off base and after work hours.

NEW HIRE BRIDGE (NHB ERG)
West Bethesda Social Schedule
July 6, 2014

If you wish to be taken off the social distribution list please contact XXX.
If you would like to add a name to the social distribution list please have them contact XXX.

Important Announcements

Want to set up an event?  Hear of something cool happening around town?  Contact XXX to have a pitch put in the distribution.

Need a roommate?  Be sure to check out the housing list on the Bridge website along with upcoming events and other useful information.
http://www.dt.navy.mil/employment/newhire/index.html


Contents

Monday (6th): Dinner at Greenfields
Tuesday (7th): West Bethesda ice cream social
Thursday (8th): Lunch with the Captain, Ultimate Frisbee
Friday (9th): Football, birthday party
Saturday (10th): Paintball, Smithsonian


Events

Dinner at Greenfields
When: Monday (07/06) @ 6pm
Where: Greenfields Restaurant in Rockville, MD
Details: Want to chow down on all you can eat Brazilian? Then come out to Greenfields in Rockville.  Hang out with friends and possibly catch a movie afterwards.
Contact:  XXX

Carderock Ice Cream Social
When: Tuesday (07/07) @ 2pm
Where: Somewhere at the ‘Rock
Details: Eat ice cream. Cost $0.50


Figure 2.  Example Social Schedule Email

RESOURCES COMMITTEE
The Resources Committee shall be tasked with the maintenance and production of all NHB ERG documentation including, but not limited to, this handbook, the new hire employee handbook, administrative forms, etc.  The Resources Committee shall work directly with the HR Advisor and HR Team to ensure commonality across NHB ERG and HR documentation.


PROGRAMS COMMITTEE
The Programs Committee shall be tasked with facilitating NHB ERG sponsored programs including, but not limited to, facility tours, mentoring, etc.  The programs will be discussed in § V. PROGRAM DESCRIPTIONS.  The Programs Committee shall also be involved in the new hire orientations and presentations.

V. PROGRAM DESCRIPTIONS

[bookmark: _GoBack]

Program Sponsor

Jack Templeton
Chair

Dr. Jazalyn Dukes
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