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(600)-70 PERSONNEL
(600) 70.26   New Employee Orientation Program  

70.26.1   Purpose.  This section establishes the responsibilities required to onboard and orient a new employee to the Treasury Inspector General for Tax Administration (TIGTA) and his/her local office.  Functional offices may have additional requirements in addition to the steps identified in this manual section.

The manner in which we prepare for and receive a new employee is critical to the successful onboarding of new employees.  Onboarding is the process of integrating and acclimating new employees into the organization and providing them with the tools, resources, and knowledge needed to become successful and productive employees.  As an organization that values its employees, it is critical that we develop and deliver an engaging new employee orientation that will motivate, energize, and help new employees receive a welcoming onboarding experience that will assist with the transition into their new position, and allow them to become quickly assimilated into TIGTA. 

The orientation should provide a balance of computer time and face to face interaction between the new employee and his/her manager and co-workers.  

The new employee’s manager may wish to assign a co-worker to mentor or partner with the new employee and to assist the manager in completing the orientation process. 
The New Employee Orientation Program (NEOP) is designed to acclimate new employees to TIGTA.  The NEOP consists of the onboarding process administered by the Bureau of the Public Debt/Administrative Resource Center’s (BPD) staff through TIGTA’s Entrance on Duty System (EODS), the Office of Mission Support, Human Capital Division, and the TIGTA New Employee Orientation process administered by the employee’s immediate manager.

70.26.2   EODS On-line On-boarding.  The TIGTA EODS provides TIGTA with a centralized online forum for employee on-boarding that is streamlined, user friendly, and functional.     
The two EODS Sites (Career Launcher and Career Orientation) move the user quickly and efficiently through the onboarding process, while all necessary content and functionality is pulled forward and populated throughout the next sections.   
The Career Launcher Experience is a public, non-secure web site that is provided to the candidate at the point an offer is extended.  This site provides common information such as; the employment process, federal benefits and holidays, pay programs, appointment types, as well as the benefits of working at TIGTA, its mission, history, leadership, etc.  
The Career Orientation Experience is a secure website provided to the candidate when the agency is ready to begin onboarding data collection.  It includes personal information such as; job location, job title, onboarding data, etc., as well as segment based information, like appointment type, pay plan, contact information, and TIGTA specific benefits and perks.  

It is through the Career Orientation site that the new employee completes personnel and other related forms necessary for employment.
Questions arising during, or related to the EODS On-line Orientation should be referred to employeeorientation@tigta.treas.gov.

70.26.3   TIGTA New Employee Orientation Website.   The TIGTA New Employee Orientation website assists managers with orienting a new employee to TIGTA and is available on the TIGTA homepage under Personnel/Employee Orientation, or at: http://intranet.tigta.treas.gov/oms_eo.asp. 

A Manager’s Employee Orientation Checklist and Manager’s Tip List is provided to assist the manager, and others involved in the process of brining employees onboard, with the tools and information necessary to effectively orient a new employee to TIGTA and his/her local office.  The Manager’s Checklist provides a step by step process for completing the employee onboarding process. 

For new employees, the NEO website includes a TIGTA Quick Reference Guide, a list of Frequently Asked Questions (FAQ’s), and frequently used TIGTA acronyms.  The website also includes a TIGTA New Employee Welcome Video from the Inspector General.  On the site you will also find a TIGTA “Meet our Leaders” organizational chart that includes the names and photos of all members of our senior executive service. 
The website is divided into sections that each new employee must complete and/or review during their first few weeks on the job.  These sections include:

· Equal Employment Opportunity

· Policies and Programs

· TIGTA Mandatory Training

· Travel 

· Links
Questions arising during the TIGTA New Employee Orientation Program should be referred to the Human Capital Team at: employeeorientation@tigta.treas.gov.
70.26.4   Responsibilities. 

BPD

· Manage the on-line EODS orientation program in conjunction with the TIGTA Human Capital Team. (See (600)-70.26.2).

· Send reporting instructions to the new employee and his/her TIGTA manager, containing the link to the EODS On-line Orientation site, particulars concerning the new employees’ selection (i.e., position, annual salary, type of appointment, effective date), as well as a contact for questions about reporting to the office.  
· Send email notification to the new employee and his/her TIGTA manager which contains information pertaining to required trainings (e.g., UNAX, ethics, security awareness), the NEO website, and the New Entrant Form 450 filing requirement, if applicable. 

· Send email notification and inform the Human Capital team of all new employees requiring the completion of a 450 Form.

· Collect and process all necessary forms from new employees via the TIGTA EODS.

TIGTA Human Capital

· Oversee and ensure that the TIGTA New Employee Orientation Program (NEOP) is operating efficiently.

· Maintain the NEO website.  Ensure that the NEO website information is current and meets all requirements from OPM, the Department of the Treasury, and TIGTA.

· Update as necessary. 

· Offer customer assistance to managers and new employees.

· Periodically review Employee Orientation survey results and make adjustments to the NEOP as needed.

· Orient new employees to the TIGTA performance management program within 60 days of appointment to new position. 

· Maintain and track all training for new employees through the Treasury Learning Management System (TLMS). 
· Coordinate with BPD to receive emails for new employee selections.  This email includes the name of the employee, their immediate supervisor, and the employee’s EOD. 
· Use this information to prepare the “New Employee Welcome Kit”, the New Employee “Welcome Email”, “Congratulatory Email”, and Manager “Reminder Email”.   
· Send email to the Security Awareness Training coordinator informing them of the new employee’s EOD date. 
· Verify with BPD if a new employee’s position requires a confidential financial disclosure form (Form 450) filing, and if so, include in the “Reminder Email” the managers duties regarding instructing the employee to file this form.  More guidance regarding the filing of this form can be found on the Manager’s Employee Checklist on the NEO website.

· Order and maintain New Employee Welcome Kit supplies.  Order new supplies as necessary.  
· Put together the “New Employee Welcome Kit” that is delivered to the new employee on their first day.  Enclose in the kit the TIGTA travel mug, pen, mouse pad, pad folio, umbrella, and welcome card into the TIGTA bag. 

· Coordinate with IT Helpdesk to get employee kit sent out to new employees on their first day. 

· If employee works in a field office, have kit sent out with the new employee’s computer. 

· If employee works at headquarters, have kit delivered to their desk with their new computer. 
· Send “Reminder Email” to new manager a week before their new employee’s EOD.  This email informs the manager about the new Entrance on Duty System (EODS), and refers them to the NEO site for the Manager’s Checklist and other guidance. 

· Send out “Welcome Email” to new employee on their first day. Copy their immediate manager and their executive.  This email welcomes the new employee and reminds them to fill out all their forms on the EODS, and refers them to the HC email address designated for new employee questions and concerns, employeeorientation@tigta.treas.gov.

· Send “Congratulatory Email” to new employee on their second week of work. Copy their immediate manager and their executive. This email congratulates the new employee and refers them to the HC email address designated for new employee questions and concerns, employeeorientation@tigta.treas.gov.
· Manage, update, and maintain the TIGTA EODS, in conjunction with BPD. 
TIGTA Managers

· Review and acquaint themselves with the selection notifications provided by BPD; contact BPD with any questions concerning the employee’s selection.

· TIGTA managers are required to verify if a new employee’s position requires a confidential financial disclosure report or Form 450 filing, if so, managers must instruct employees to file as well as provide them information on where to get the form and where and when to file the form. Please refer to section (600) 70.26.4a for more information. 

· At a minimum, follow the steps outlined in the Manager’s Employee Orientation Checklist and utilize some tips from the Manager’s Tip List located on the TIGTA Employee Orientation website, to ensure the new employee is adequately oriented to TIGTA.  

· Assign a mentor to the new employee, if desired, to assist the manager in completing the orientation process and to provide assistance to the new employee.

· Ensure the employee completes the BPD On-line Orientation and the TIGTA New Employee Orientation.  
· Ensure that the required forms are completed, copies are given to the employee, and that those forms are mailed to BPD at the address provided below:
· Treasury/Bureau of Public Debt 
Processing, Avery 2-A 

PO Box 1328

Parkersburg, WV 26106-1328. 
· Administer the Oath of Office.
· Sign and date the New Employee Orientation Checklist certifying that they have completed the steps necessary to orient a new employee.  The signed New Employee Orientation Checklist will be maintained in the employee’s Drop File for 3 years from the date the manager signs the Checklist.

Employees
· Complete all required forms and training modules on the TIGTA EODS Career Orientation website.  

· Provide his/her manager the required forms on the first day of employment.  If the employee does not bring in the forms on the first day of employment, the forms can be retrieved from the EODS On-line Career Orientation website at: https://www.workplace.gov/tigta
· Review the TIGTA New Employee Orientation website located at: http://intranet.tigta.treas.gov/oms_eo.asp and complete all required forms, training modules and other requirements as directed on the Manager’s Employee Orientation Checklist. 
· Enter emergency contact information into PARIS.  

· Familiarize themselves with TIGTA’s policies and procedures, including those found in the TIGTA Operations Manual and Interim Guidance/ Internal Management Document System, which can be found on the left hand side of the TIGTA Intranet. 

70.26.4 a. Filing a Confidential Financial Disclosure Report, Form 450
TIGTA managers are informed by BPD, and by a member of the Human Capital Team, if their new employee's position requires a 450 Form filing.  If so, the manager must instruct the employee to file, and provide them with the information on how to access the form, when and where to file the form, as well as provide them with the training module that must be completed by all 450 filers.  The training can be found at: 
http://intranet.tigtanet.gov/ethicstraining/2010EthicsTraining_for450filers.pdf.  
Offices of Government Ethics regulations require certain Government employees to file confidential financial disclosure reports.  This requirement ensures compliance with conflict of interest laws and standards of conduct regulations. TIGTA-wide, incumbents in the following positions are required to file Form 450s:  
· All GS/GM-15 positions; 

· All supervisors of positions whose incumbents are required to file a Form 450;
· All positions whose incumbents exercise significant judgment regarding contracting or procurement activities or who qualify as Contracting Officer Technical Representatives (COTRs); and 

· All employees who acted for 60 or more days in a position that requires the filing of a Form 450; and  
· All positions under the occupation series of 1811.

Additionally, each function within TIGTA may have addition filers.
· Audit, employees in the Acquisition/Agency-Wide Shared Services groups and some employees in the Management/Office of the Commissioner group are required to file.

· Investigations, all positions within the Contract Fraud group that is part of the Contract Fraud and Criminal Intelligence Division and the Assistant Special Agent in Charge for Training are required to file.  
· Mission Support, all Assistant Directors and employees in the Office of Procurement Services are required to file.  
After the manager signs the form, the form may be emailed to the TIGTA Chief Counsel at *TIGTA Counsel Office, or mailed to: Ethics Filing, Treasury Inspector General for Tax Administration, Office of Chief Counsel, 1125 15th Street, NW, Suite 700A, Washington, DC 20005.
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