NEW HIRE PROCEDURES
FOR IN-PROCESSING AND NEW EMPLOYEE ORIENTATION
You will need to complete the following tasks prior to your in-processing date and starting your new position.  If you have questions at any stage, please contact a Personnel Assistant at 719-526-0478 (ALL OTHER ORGANIZATIONS) or 719-526-6972 (MEDDAC/DENTAC).

BEFORE YOU INPROCESS/START THE JOB - FORMS

The Entrance on Duty (EOD) hiring process is a multi-step process.  The Electronic Entrance on duty (E-EOD) system is designed to facilitate that process and to allow selectees to complete much of their required paperwork before coming into the office. 
Selectees can only access the E-EOD system if they have been invited to do so by an appropriate official from the Civilian Personnel Advisory Center (CPAC).

After a selectee has been notified of a tentative offer, the HR Representative assigned to your account will set up an account for you in the E-EOD system.

You will receive 2 separate emails, one with a username and one with a password to the email address you specified during the selection process.

When logging in for the first time, you will accept the terms and conditions of the application by clicking on the *I accept* button.

Log into the E-EOD system using the link provided in the emails you receive.

Complete any documents requests that are in your account.  These may include:

	Initially, you will be asked to fill out the I-9 (Employee Eligibility Verification) and OF-306 Declaration of Federal Employment is to be filled out and digitally sign in block 17a.  

There may be other documents that may be downloaded, fill out, and upload back to the system.  Documents that you will need to create a digital copy of and upload into the system.  An example may be your birth certificate.

Other documents may be required of you from the system.  You will receive an email when any additional documents are requested.  

Some forms have specific instructions as listed below:

	SF-1199 Direct Deposit Info:  This form does not need to be signed by your banking institution.  

	SF-144 Stmt Prior Federal Service:  List ALL of your prior federal and/or military service whether that information is included in your resume or not.

	SF-181 Ethnicity and Race Identification:  Voluntary.  If submitted, the data will be used for statistical purposes only.  

	SF-256 Self Identification of Reportable Handicap:  Voluntary.  If submitted, the data will be used for statistical purposes only. 

	SF 813 Verification of a Military Retiree’s Service in Non-wartime Campaigns or Expeditions.  Only used if you are retired from military service.  
Form available at https://www.opm.gov/forms/pdf_fill/SF813.pdf.
Step 1.  Wars, Campaigns and Expeditions of the Armed Forces since WW II which qualify for credit service for leave accrual rate and reduction in force purposes. Go to http://www.opm.gov/staffingportal/vgmedal2.asp.  Step 2, Bring the SF 813 form with you on the day of in-processing.  The HR technician will mail the form to the appropriate agency for you.

SWCPOC-CFD FORM 050:  Armed Forces Reserve or National Guard Status

Military Spouse/Family Member Employment Data.  

When all documentation is complete the HR Representative will set your EOD Date, when you will be asked to come into the office to complete the final phase of the hiring process.

BEFORE YOU INPROCESS/START THE JOB –
BACKGROUND CHECK OR SECURITY CLEARANCE

You may be subject to a background check or security clearance.  The process is completed via a secure website for which you will receive an email with instructions.  You are required to respond to the email within 5 days of receipt.  Should you fail to do so, in-processing date may change or the job offer could be withdrawn.  IF YOU DO NOT RECEIVE AN EMAIL, PLEASE CALL OUR OFFICE AT 719-526-0478 (MEDDAC/DENTAL) OR 719-526-6972 (ALL OTHER ORGANIZATIONS) FOR GUIDANCE.  

Depending on the requirement, you will be notified which form is required (SF-85, SF-86 or SF-86P).  You will receive an email with instructions for completing your background investigation.

PREPARING FOR IN-PROCESSING

You will be required to provide verification of United States citizenship.  If so, bring either a US Passport (current or expired) OR an original state/county issued birth certificate, OR Social Security Card AND a picture ID to in-processing.  The documents will be verified and returned to you.  

In-processing/New Employee Checklist: 
Found at http://www.carson.army.mil/CPAC/index.html under the Civilian In-processing dropdown menu.  Bring this to in-processing.  It will help you keep track of tasks to be completed after you start.  

In-processing and New Employee Orientation Briefing Slides:  Found at http://www.carson.army.mil/CPAC/index.html under the Civilian In-processing dropdown menu.  You are not required to print these slides, but you may want to for note-taking purposes.  You will not be provided with a copy during in-processing.  

A new employee benefits toolkit is now available on the ABC Website at
Https://www.abc.army.mil/NewEmployee/NewEmployeeToolKit.htm.  This will give you a head start on learning about the federal benefits available to new employees.
Fort Carson Map:  Found at http://www.carson.army.mil/CPAC/map.html
You may wish to print the map if you are new to the installation.  

Employee Handbook:  Found on the Website: http://www.carson.army.mil/CPAC/index.html under the Civilian In-processing dropdown menu. You are not required to print this handbook now.  You may wish to refer to it if you have general questions after you start.  For specific questions, please call the CPAC and speak with your assigned Human Resources Specialist.  

IN-PROCESSING DAY:  Your first day!

In-processing is a mandatory all day event and includes a Human Resources New Employee Orientation.  You will be given time for lunch.  Coffee will be available in the morning.  You are welcome to bring personal snacks or drinks as necessary.  

You will report to the Civilian Personnel Advisory Center (CPAC) No later than 0800.  We are on the first floor of Building 1118 located at 1626 Ellis Street.  The building is a three-story brick “H” shaped building.  The front (south) has large gold letters “Garrison Headquarters”.  You will wish to park in the back (north) off Long Street, and enter through the double doors in the front of the building.  See the map for exact directions.  

If you do not have a current DoD ID Card or DoD sticker on your car, you are required to enter the installation through Gate 1 which is on Highway 115 (west side of Fort Carson-closest to the mountains).  Be prepared with your driver’s license, car registration, and proof of insurance.  Since the security check takes time, you will want to be early so you will meet the in-processing time of 0800. 

OTHER INFORMATION

Information about Fort Carson can be found at the official site:  www.carson.army.mil.  Fort Carson is on the southwest end of Colorado Springs.  For information about the Colorado Springs area, don't hesitate to visit the city's official website www.springsgov.com.  

If you are moving to the area, the Fort Carson Army Community Services, Relocation Branch has housing and relocation information found at:  http://community.carson.army.mil/ACS/programs_relocationReadi.html.  

If you have any questions regarding this process, do not hesitate to contact our office at 719-526-6972 or 719-526-0478.  You will have an assigned Human Resources Specialist once you start. 


WELCOME TO FORT CARSON!
