NEW EMPLOYEE ORIENTATION

Orientation for newly hired employees will be conducted on the first Tuesday of their first pay period.

Orientation will take approximately three hours for permanent or indefinite employees and approximately 1 hour for temporaries. Orientations are conducted at the following times and places:


	Region
	POC
	Time
	Phone #

	Jefferson City
	Services Section
	1300
	573-638-9892

	St. Joseph
	Remote Designee
	1300
	816-236-3059

	Whiteman AFB
	Remote Designee
	0930
	660-687-7461

	Springfield
	Remote Designee
	0830
	417-874-8415




[bookmark: _GoBack]New employees must bring two of the following forms of identification to orientation: a photo ID and either an original Social Security card, birth certificate or passport (expired or current) to complete the I-9 form.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]New employees also need to bring bank information (account number, routing number, and physical address of bank) to complete the direct deposit form.

SUPERVISORS – Your new employee must report on time with the proper forms of ID! Information given out during orientation is very important. If the employee misses their scheduled orientation, that employee will not start until the next scheduled pay period. 

The POC for any questions or scheduling problems is the Employee Relations Specialist at 573-638-9500 ext. 39892.
