New Employee Orientation (NEO) Process

	Introduction
	A NEO committee was formed to review, update, streamline and provide a uniform NEO process.  



	Objective
	To meet the objectives for a consistent and streamlined NEO process, the committee identified the following areas for process implementation: 

1. Consistency with all Department of General Services (DGS) Offices
2. Resource binders, inclusive of pertinent documents / information
3. Video Conferencing option
4. NEO online course 
5. Checklist for:
a. Attendance clerks (AC)
b. Supervisors
6. Binder Information and Resources
7. Separation Process
______________________________________________________________

	
	

	Consistent Process 
	All new hires and transfers from other state departments are subject to the following steps to ensure they are consistently oriented to the DGS.


	Step
	Action

	1.
	New employee to DGS:
 
1. Meet with AC (refer to checklist).  The AC:
a. Generates all necessary paperwork
b. Notifies all contacts i.e. ABMS, OTR, etc.
2. Meet with Supervisor (refer to checklist).  The supervisor:
a. Ensures all necessary office equipment is provided

	2. 
	Discuss any internal office policies 

	3.
	Orient new employee to work area/building

	4.
	Provide NEO resource binder

	5.
	Provide online course information



	Resource
Binder
	The NEO committee will provide a resource binder to all attendance clerks.  The AC will use the binder as a template and be responsible to duplicate the binder and provide it to all their new employees.  Updates and revisions will be incorporated into the binder as necessary.
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	Video Conferencing
	Video conferencing is being developed as a cost effective method to reach employees statewide. 



	Online NEO
	The online NEO is currently available to all DGS employees and attendance is being tracked by TPES.  If employees do not have computer access, contact respective supervisors for computer accessibility.   The online course ensures timely information to new hires that and can be accessed at http://hr.dgs.ca.gov/ohr/neo/.



	AC Checklist
	The AC check list consist of, but is not limited to the following:

Appointment document checklist 
Pal Information / pamphlet
Card key (if applicable)
Office Specific internal procedures 
Training procedures
Online NEO 
Step by Step new employee procedures (Sample I provides OFS New Hire Check List)



	Supervisor Checklist
	The Supervisor checklist is used to assist the Supervisor / Manager when initially meeting with their new hire.  The checklist consist of, but is not limited to the following:

Duty Statement
Probation Report
IDP information/Process
Parking and Transit voucher information
Mandated training
Crossroads
Manager/Supervisor 
Ethics Training (if applicable)
Other Office Specific Information as warranted
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	Resource Binder Information 
	The information, links and pamphlets included in the binder consist of, but are not limited to the following:

CalHR Great State Employee package
CalHR Work and Family package
Health / Benefit Information
Voluntary PLP
Description Election Form
Retirement Information
Annual Leave Benefits 
Numerous quick Reference Guide (links to all benefits information)
DGS Major Departmental Contacts
DGS Sexual Harassment Prevention Policy (AO-002)
Conflict of Interest Policy (AO 05-06)
Procedures for filing Statements of Economic Interest
Incompatibility Statement
Training Information
Compensation plus
Constructive Intervention Process

	
	



	Separation Process
	The Separation process was deemed essential to compliment the NEO process.   It is imperative that all separations are entered into ABMS.  This includes employees that telecommute.  As soon as you are aware that an employee is leaving your office, follow these steps: 

1. Notify OHR and ETS
2. Complete Section #1 of the Separation Document checklist (OHR 71)
3. Enter information into ABMS
4. Run HR employee Separation Report in ABMS
5. Submit FS-1 to cancel ABMS responsibilities (if applicable)
6. Verify accuracy of time entered

Attached Sample II, provides a  “Separation Check list”
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