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Think Back To Your First Day As A 
New Employee…..
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Orientation- Definition

Main Entry: ori·ent
Pronunciation: \ȯr-ē-ent\
Function: transitive verb
Etymology: French orienter, from Middle 

French, from orient
Date: circa 1741
2 a : to set right by adjusting to facts or 

principles b : to acquaint with the existing 
situation or environment
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Background/History

► Background
• Output of 2007 NBC Workforce Plan-

17 discrete human capital initiatives identified
• Program was slated for development in FY-09

► 1 of the 4 NBC Strategic Goals focuses exclusively 
on Human Capital

► Current Orientation
• Transactional, operational-typical paperwork 
• Lasted 1-2 hours on first day
• No strategic issues addressed
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Where Did We Begin?

► Literature and website review
► Best practices- looked at both 

Federal and private sector
► Looked at current NBC onboarding 

process.  Decided what components 
could be integrated into the new 
program.

► Determined the goals and outcome 
of the project.
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Goals of the New Employee 
Orientation Program (NEOP)

1. To aid in integrating and acculturating new 
employees into the NBC and their respective 
Directorate

2. To provide new employees with the tools, 
resources and knowledge to be successful 
and productive

It is a framework for integrating and 
engaging new employees.
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Timeframe and Budget

Timeframe:
► Project was slated for completion in FY’09
► Developed a project plan totaling 5½ months to 

completion
► Finished two weeks late- total of 6 months

Budget:
► Budget of $100K
► Came in 65% UNDER budget- spent approx. $35K
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NBC Organizational Structure
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Key Deliverables 

Established following key deliverables:

1. Live, two-day orientation- strategic and 
enterprise-wide- mix of learning and fun

2. New Employee Orientation website

3. Tools for employees and managers 
(templates, checklists)
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Mandatory Program Components

► Wanted to be judicious in what we made 
mandatory.  Didn’t want people to be 
overburdened with requirements.

► Decided on two components:
Live Orientation
NBC New Employee Checklist
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Branding the NEOP

► Designed a logo.  Logo was used on every 
communication we sent out.  Gave a polished and 
professional look to everything we did.

► Created an NBC New Employee Orientation email 
account.  All communications to new employees 
would be sent from this address.

► Program was developed using a more laid-back and 
casual approach.  The website and our 
communications took more of a casual tone.  
Similar to the Southwest Airlines philosophy.
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NBC 2-Day Live Orientation
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Stumbling Blocks

► How often Orientation would be conducted?
• Technology Options?

► Where would Orientation be held?

► How to fund travel to each location?
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Here’s What We Didn’t Want 
Orientation To Be
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Components of Live Orientation

► Wanted to combine educating our 
employees about NBC and DOI, and do it in 
a fun way.

► NBC Director/each Directorate Head 
presents an overview of their Directorate.

► Presentation on several key program areas.
► Field Trip!
► Customer Service game.
► Ethics game.
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The New Employee 
Orientation Website
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NEOP Website Site Design
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Evaluation
► Initial baseline of recent hires (conducted prior to 

NEOP implementation).

► Will review turnover statistics each year. 

► Will compare data for the past few years against 
employees who have gone through program. See 
where they compare as far as how long they are 
staying with the NBC.

► Right now we’re focusing on the qualitative measures 
and after the first year we’ll be looking at more 
quantitative metrics.

► All new hires surveyed at end of live orientation and at 
periodic intervals throughout first year.

http://images.google.com/imgres?imgurl=http://www.library.illinois.edu/cpx/vertfile/teska/evaluation/evaluation.jpeg&imgrefurl=http://www.library.illinois.edu/cpx/vertfile/teska/evaluation/1992_onwards.html&usg=__h2mNwQNSRMCnPPuijT_QvfC3KLw=&h=364&w=348&sz=18&hl=en&start=1&itbs=1&tbnid=ZBwflB2xwdam7M:&tbnh=121&tbnw=116&prev=/images%3Fq%3Devaluation%26hl%3Den%26safe%3Dactive%26sa%3DG%26as_st%3Dy%26tbs%3Disch:1�
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So How Much Is This 
Gonna Cost Me?

► Program Development: $18,000
• $14K- website
• $4K- design work for all NEOP materials

► Annually: $23,000
• $6K- website maintenance
• $4K- NBC paraphernalia for new hires
• $1K- general refresh of materials (design work)
• $12K- Orientation materials (e.g., CD inserts/labels, 

name tags, tent cards, travel etc.)
• Directorates pay for travel costs for their attendees
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Lessons Learned
► Live Orientation

• Removed presentation on Activity-Based Costing-
redundant, employees already receive training.

• Working with presenters on presentation skills- not all 
our Directorate Heads are natural presenters.

• Suggestions from new employees to have an orientation 
specific to their Directorate.

► Website
• Few modifications to checklists based on continued 

feedback.
• Allow for more time in development of website.

► Program Management
• Announce program roll out by means other than email.



35

What Took A Bit Longer Than 
Expected?

► Developing process to transmit new 
hire information to Director, 
Directorate Heads, Hiring Managers. 

► Content for website- majority was 
newly developed.

► Developing New Employee Checklist.
► Developing assorted communications.
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If I had A Genie And 3 Wishes…

I’d only need one: AUTOMATION
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Keys to Success?

1) No orientation program previously- anything we 
put in place was a positive

2) Enormous autonomy as to how the program 
would be developed and what to include in the 
components

3) Senior Leadership commitment
4) Employees found it meaningful.  They 

immediately became connected to the 
organization.  Saw the value.

5) Implemented a schedule of constant 
communication with new employees (and 
presenters for the Live Orientation).

http://images.google.com/imgres?imgurl=http://www.pbpp.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_55112_5356_493228_43/http%253B/pubcontent.state.pa.us/publishedcontent/publish/cop_public_safety/pbpp/understanding_parole_home_text/images/keys_to_success.jpg&imgrefurl=http://www.pbpp.state.pa.us/portal/server.pt/community/understanding_pennsylvania_parole/5356&usg=__Se6J2VOodqkrT_vCoZjnGFJGx4E=&h=600&w=800&sz=189&hl=en&start=3&itbs=1&tbnid=DBNHmLQkGnrk1M:&tbnh=107&tbnw=143&prev=/images%3Fq%3Dkeys%2Bto%2Bsuccess%26hl%3Den%26safe%3Dactive%26as_st%3Dy%26tbs%3Disch:1�
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What Our 
New Hires Saying

► “This orientation surpassed all prior 
orientations I have attended in the past.”

► “Being new it gave me a better understanding 
of the NBC, the ability to network with others 
in my division as well as other Directorates.”

► “Having the orientation in DC helped me to 
grasp the significance of the Dept. of the 
Interior and how NBC fits within its scheme.”

http://images.google.com/imgres?imgurl=http://cdn.hellobeautiful.blackplanet.com/wp-content/uploads/2009/03/barack-obama-thumbs-up.jpg&imgrefurl=http://stuffblackpeopledontlike.blogspot.com/2009_06_01_archive.html&usg=__r8abaM0pFnS9pQ3WKa38QnZ6OhM=&h=417&w=332&sz=27&hl=en&start=33&itbs=1&tbnid=MkcM7xUbqImCOM:&tbnh=125&tbnw=100&prev=/images%3Fq%3Dpeople%2Btalking%2Bthumbs%2Bup%26start%3D18%26hl%3Den%26safe%3Dactive%26sa%3DN%26as_st%3Dy%26ndsp%3D18%26tbs%3Disch:1�
http://images.google.com/imgres?imgurl=http://lagwar.com/home/wp-content/uploads/two-thumbs-up.jpeg&imgrefurl=http://www.aidsconnect.net/category/tags/healthcare-reform&usg=__0TeUQngrM8mJnwJKrlHWL9xUzBQ=&h=447&w=347&sz=22&hl=en&start=51&itbs=1&tbnid=0-QIQg5JodB1PM:&tbnh=127&tbnw=99&prev=/images%3Fq%3Dpeople%2Btalking%2Bthumbs%2Bup%26start%3D36%26hl%3Den%26safe%3Dactive%26sa%3DN%26as_st%3Dy%26ndsp%3D18%26tbs%3Disch:1�
http://katyallgeyer.files.wordpress.com/2009/07/picture-13.png?w=275&h=348�
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What Are We Most Proud Of?

► Welcome letter from the Director

► Live Orientation

► New Employee Orientation website

► New Employee Checklist

http://www.longislandpress.com/wp-content/uploads/2009/09/61_1_blue-ribbon-perfect-logo.JPG�
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The End Result:
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NEOP Key Deliverables

► New Employee Orientation 
Website

► 2-day Live Orientation 
► New Employee Checklist
► Supervisor’s Checklist for new 

employees
► Sponsor (Buddy) for new 

employees
► Sponsor’s Checklist
► “Top 10 Steps for a Successful 

First Day” (Supervisor/New 
Employee)

► NBC New Employee “Meet and 
Greet” Card

► Employee Testimonials
► Welcome letter from NBC 

Director
► Welcome email from 

Associate/Assistant Director
► Welcome email from Supervisor 

to new hire’s team
► DOI/NBC/Directorate acronyms
► Suggested Talking Points for First 

Discussion with New Employee
► “Welcome to the Neighborhood” 

booklet of services and resources 
(for 8 NBC locations)
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Highlights of the New Employee 
Orientation Website

► New Employee Toolkit
• New Employee Checklist
• Helpful Phone Numbers
• Orientation Information
• Employee Testimonials

► Manager and Supervisor Toolkit
• Supervisor Checklist
• Meet and Greet Card
• 10 Steps For Ensuring A Successful First 

Day For Your New Employee
• NEOP Policies and Memos
• First Discussion With Your New 

Employee- Suggested Talking Points
► Sponsor Toolkit

• Sponsor Checklist
• 10 Steps For Being a Successful 

Sponsor
► Senior Leadership Team- Bios and Pictures
► DOI/NBC Acronyms

► Strategic Documents and Websites- NBC
• NBC Insider’s Guide
• NBC Org Charts
• Key Officials and Contacts
• NBC Phone Directory

► Strategic Documents and Websites- DOI 
and PMB

► Helpful Documents and Forms
• DOI and NBC Forms

► Travel Information and Tips
► Helpful websites for new employees
► NBC Directorate Information

• Presentation- Directorate Overview 
• Directorate Key Officials and Contacts
• Directorate Org Charts
• Directorate Acronyms/Jargon

► Welcome to the Neighborhood- Guide to 
services and amenities for major NBC 
locations
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Contact Information

Rebecca Fields

rebecca_p_fields@nbc.gov

(202) 208-4841

mailto:rebecca_p_fields@nbc.gov�
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