	U.S. Department of Energy EMCBC 

CAREER-TYPE EMPLOYEE ORIENTATION CHECKLIST

	Entrance on Duty Date _______________________________     Organization  ________________________________

Employee Name ____________________________________      Telephone No. _______________________________

HR Specialist _______________________________________     Telephone No. _______________________________

Admin. Contact _____________________________________     Telephone No. _______________________________ 
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	Not all items will be applicable to all appointments; your HR specialist will advise you
	

	
	EMPLOYEE AND HR SPECIALIST
	If signed, initial; if not, insert due date

	.
	
	Complete Forms/Documents (http://www.emcbc.doe.gov/dept/hr/NEO/neoTOC.php) by Day 1
	
	
	Due/Comment

	01
	
	ID: Photo ID, e.g., Driver’s License, Passport (names on all documents must be identical)
	
	
	

	02
	.
	Proof of Citizenship: Unexpired Passport, official Birth Certificate, or US Citizenship doc.
	
	
	

	03
	
	Job Offer Letter
	
	
	

	04
	
	Original transcripts with seal from your college, if required by job announcement
	
	
	

	05
	
	I-9 Employment eligibility form
	
	
	

	06
	
	SF144, Statement of Prior Federal Service
	
	
	

	07
	
	DOE 1600.7, Applicant disability, Race/National Origin and Sex Identification
	
	
	

	08 
	
	Pre-Appointment Certification Statement for Selective Service
	
	
	

	09
	
	W-4, 2010 Federal Tax Form
	
	
	

	10
	
	State Tax Form   (complete form for state in which you will live; see p.6, NEO website)
	
	
	

	11
	
	Notification to City of Cincinnati (required for all employees who work in Cincinnati)
	
	
	

	12
	
	SF-61, Appointment Affidavit
	
	
	

	13
	
	FMS 2231 Direct Deposit (bring voided check from your personal bank checking account)
	
	
	

	14
	
	SF 3881 R.2 ACH Vendor/Miscellaneous Payment Enrollment Form
	
	
	

	15 
	
	SF 1152 Designation of Beneficiary (unpaid compensation for deceased civilian employee)
	
	
	

	16
	
	DOE GC-203, Agreement Covering Discoveries, Inventions, and Improvements
	
	
	

	17
	
	Signed Completion Certificate: NEO site: Standards of Ethical conduct for Executive Branch Employees
	
	
	

	18.
	
	OGE-450 Financial Disclosure form (if applicable)
	
	
	

	
	
	 Forms/Information you will receive on Day 1 (most of which are also available on NEO site)
	
	
	

	18
	
	HSPD-12 badge enrollment at IRS Credentialing Center, Federal Building (complete in Week 1)
	
	
	

	19
	
	Proximity Badge (from EMCBC Security Officer)
	
	
	

	20
	
	SF 2809 Health Benefits Election form (return signed even if declining)
	
	
	

	21
	
	Acknowledgement of Employee Benefits Election
	
	
	

	22
	
	SF 2817 Life Insurance Election Form (return signed in 60 days, even if declining)
	
	
	

	23
	
	SF2823 Designation of Beneficiary – Life Insurance (optional)
	
	
	

	24
	
	SF 3102 for FERS or SF 2808 for CSRS Retirement Designation of Beneficiary form (optional)
	
	
	

	25
	
	TSP-1 Thrift Savings Plan Election Form (optional)
	
	
	

	26
	
	TSP-3 Thrift Savings Plan Designation of Beneficiary Form (MAIL DIRECTLY TO TSP) (optional)
	
	
	

	27
	
	EMCBC Emergency Contact Information with copy to Supervisor (complete Day 1)
	
	
	

	28
	
	Personal Identity Verification (PIV) Request for DOE Security Badge
	
	
	

	29
	
	OF 306 (Rev 1/01) Declaration of Federal Employment
	
	
	

	30
	
	HQ interns, Serviced Sites w/unions: Collective Bargaining Agreement & Acknowledgement
	
	
	

	31
	
	New Employee Orientation Feedback Form
	
	
	

	32
	
	New Employee Guide (Brochure)
	
	
	

	33
	
	Copies of signed forms listed above (will be provided within 1 work day)
	
	
	

	34
	
	Time & Attendance: Policy, Requirements, Notifications
	
	
	

	35
	
	Types of leave (annual, sick, FMLA, etc): accrual, procedures for requesting 
	
	
	

	36
	
	Workers’ Compensation Policy (WCP): Job-related injuries 
	
	
	

	37
	
	Employee Self service (ESS), including Training, Leave & Earnings Statement, more
	
	
	

	38
	
	Health & Fitness Program
	
	
	

	39
	
	Preventive Health Screenings Leave Benefit
	
	
	

	40
	
	Employee Assistance Program (EAP)
	
	
	

	41
	
	Mass Transit subsidy Program
	
	
	

	42
	
	Notary Public Services for Employees for mission or duty related requirements (from Legal Staff)
	
	
	

	43
	
	Discussion of any probationary periods, leave credits, relocation support, or retention measures
	
	
	

	Certification by HR Specialist and New Employee: All of the forms and informational materials (or copies thereof) were provided to the new employee named above during New Employee Orientation. If they are complete, completion is so noted on the checklist by both HR Specialist and Employee. If they were not completed on Day 1, the required date of completion is provided in the Date/Comments column.

__________________________________________________________  __________________________________________________

Signature: HR Specialist                                                                   date     Signature: New Employee                                                      date



	U.S. DEPARTMENT OF ENERGY EMCBC CAREER TYPE 

NEW EMPLOYEE ORIENTATION CHECKLIST 
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	SECRETARY/ADMINISTRATIVE ASSISTANT: DAY 1, OFFICE PROCEDURES
	
	
	
	Comments 

	
	Introduce to all Staff and show organization’s physical layout
	
	
	
	

	
	Record employee’s contact information; add to other internal organization lists (routing slip, etc.)
	
	
	
	

	
	Help employee to formalize Tour of Duty hours (core hours, lunch periods, coverage needs, etc)
	
	
	
	

	
	Take to fully equipped work area; provide keys as needed in cooperation with Security
	
	
	
	

	
	Explain your organization’s procedures for reserving Government vehicles, including restrictions
	
	
	
	

	
	Explain your organization’s Supply and Mailroom procedures
	
	
	
	

	
	Discuss paper, aluminum, and plastic recycling in EMCBC
	
	
	
	

	
	
	
	
	
	

	
	SUPERVISOR: ORGANIZATION/PERFORMANCE MANAGEMENT/IDP/TRAINING
	
	
	
	

	
	Discuss Position Description (PD), Duties, Responsibilities, Opportunities
	
	
	
	

	
	Establish performance expectations and provide instructions and/or reference materials
	
	
	
	

	
	Discuss EMCBC Strategic Plan, Organization’s Mission, Employee’s Role in Mission
	
	
	
	

	
	Discuss dress code, casual Fridays
	
	
	
	

	
	Discuss Ethics; be sure employee has completed initial Ethics briefing
	
	
	
	

	
	Arrange Building Tour (restrooms, lunch rooms/vending, ATM, snack bar, skywalk, mail drop, etc.)
	
	
	
	

	
	If desired, sign approval for Government Travel Card (training link in NEO website)
	
	
	
	

	
	At next EMCBC Director’s Senior Staff Meeting: Introduce to Senior Staff
	
	
	
	

	
	Approve employee  for MIS and ESS entry; consult HR and ETS to monitor employee records online
	
	
	
	

	
	Within 30 days, appoint a job mentor in the organization to support and guide the new employee
	
	
	
	

	
	Review guidance; discuss, complete, finalize Performance Management Plan within 30 days
	
	
	
	

	
	Review guidance; compose, complete, discuss Individual Development Plan (IDP) within 60 days
	
	
	
	

	
	Discuss and provide to employee OGE 450 Financial disclosure Form, if applicable  
	
	
	
	

	
	Initiate situational and/or COOP telework agreement as needed by position
	
	
	
	

	
	
	
	
	
	

	
	EMPLOYEE REMINDERS
	
	
	
	

	
	Make arrangements to pay City Tax (lump sum or payroll deduction through Finance)
	
	
	
	

	
	Coordinate with Finance & Review Division for ATAAPS, Gov Trip, Transportation Subsidy
	
	
	
	

	
	Review Training Policy/Procedures (IP- 361-01); meet with OHR Training Officer
	
	
	
	

	
	Discuss annual mandatory training, including ethics training, with Training Officer 
	
	
	
	

	
	Familiarize self with Local Inclement Weather Policy (online, EMCBC Services)
	
	
	
	

	
	Return Visitor Badge and wear HSPD-12 badge each day, once it is issued to you by Security
	
	
	
	

	
	
	
	
	
	

	
	RESPONSIBLE POINT OF CONTACT FOR SECURITY, MAINTENANCE, OTHER 
	
	
	
	

	
	EMCBC Occupant Emergency Plan (online /EMCBC Services)
	
	
	
	

	
	EMCBC Visitor Access Procedures (online EMCBC Services)
	
	
	
	

	
	Initial EMCBC Security Briefing (online EMCBC Services)
	
	
	
	

	
	Records Management Policy & Procedures (online EMCBC Services)
	
	
	
	

	
	Workplace Violence Prevention Policy (PS-440-02) and approach
	
	
	
	

	
	Chiquita Center Security, Maintenance Needs/Requests, and Codes
	
	
	
	

	
	Acquaint disabled employees with special access features and emergency protocols
	
	
	
	

	
	
	
	
	
	

	
	ASSISTANT DIRECTOR  EQUAL EMPLOYMENT OPPORTUNITY/DIVERSITY
	
	
	
	

	
	Mission/Functions of Office of Civil Rights
	
	
	
	

	
	EEO Complaint Process
	
	
	
	

	
	Employee Concerns Program
	
	
	
	

	
	Special Emphasis Programs
	
	
	
	

	
	EMCBC Director’s Commitment to EEO and Diversity & Policy on Prevention of Sexual Harassment
	
	
	
	

	
	
	
	
	
	

	
	ASSISTANT DIRECTOR FOR INFORMATION MANAGEMENT
	
	
	
	

	
	Provide phone and number; explain features, voice mail; place name & number in EMCBC directory
	
	
	
	

	
	Explain Use/Limitations for Government computers/internet/mail; review user agreement
	
	
	
	

	
	Address extra applications (e.g., P-Card, Property, Entrust, remote hook-up, Blackberry/cell phone 
	
	
	
	

	
	Set up mail distribution groups, special equipment needs  
	
	
	
	

	
	
	
	
	
	

	
	OTHER ISSUES DISCUSSED
	
	
	
	

	Review and Complete forms, materials, and discussions. Retain copies for the employee and the supervisor. Return original to HR within 65 days when all items are complete. 
___________________________________________________    ________________________________________________________

Supervisor’s Signature                                                                       New Employee’s Signature                                         Date completed      


