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DEPARTMENT OF PUBLIC SAFETY




	New Employee On-boarding Checklist




Congratulations on your new position! Thank you for choosing to work in North Carolina state government in service to the citizens of this state. 
First Day

Bring two forms of identification


Original completed I-9 (provide identification required for I-9)


Tax forms W4 and NC4 (completed)


Employee Information Data Sheet (completed)


Direct Deposit Form with voided check (completed)


Complete Record of Previous Employment Form,


Receive Job Description


Receive computer logon information, email, passwords


Obtain DPS Security Access Card, if applicable


Request NCID (https://ncid.nc.gov/login/accountTypeSelection.htm)
1st week

Attend online BEACON Overview/Employee Self-Service (ESS)

http://www.beacon.nc.gov/training/index.html


Complete HIPAA Form and bring to orientation


Attend online course Aids in the Workplace http://www.nctraining.ncgov.com/aids/ 


Attend online course Preventing Unlawful Harassment ($20 budget approval needed)


http://www.osp.state.nc.us/trancata/hrd-oe/2003/courses/IS315.htm
Orientation Day – Bring the listed items to orientation for benefits

Names, Social Security numbers, birthdates, and addresses for dependents and beneficiaries 

First 30 Days

Log into BEACON to verify personal information.


https://mybeacon.its.state.nc.us/irj/portal


Complete Benefits enrollment within 30 days of your hire date using the BEACON Portal.

**Bring this checklist with you to orientation (
Employee Signature
