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Updated Onboarding Process

After the program office selects a candidate, a COE is requested from HR. Beginning with the
Conditional Offer of Employment (COE), HR staff will send the COE to the Appointing Authority
through DocuSign. Once approved, the COE and initial onboarding documents, including drug
screening information if required, will automatically be routed to the candidate. COEs will no
longer be issued via email. After the candidate completes these initial documents and the drug
screening clears, HR will send the remaining required new hire documents through DocuSign for
the candidate’s completion.

Note: This does include COEs for internal LDH moves for current LDH employees who are
promoting or changing positions.

This HR-led process:
o Enhances security
o Reduces email delays and back-and-forth communication
o Supports the timely and accurate collection of required forms.

Hiring managers and/or liaisons should notify candidates that they have been selected for the
position and advise them that Human Resources will follow up with the official offer.

See the flowchart on page 2.
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Human Resources will include the Personnel liaison when the completed Conditional Offer of Employment (COE) is received so the EPAR can
be submitted. Please ensure the COE is shared with any additional individuals involved in the hiring process, as needed.
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Biweekly New Employee Orientation (NEO)

e Orientation sessions are held at the beginning of the pay period, every other Monday from 8:30
a.m. to 12:00 p.m.

e Sessions are available both in-person at the Bienville Building, Conference Room 173, and
virtually.

e Employees will receive registration instructions in their Welcome Email. Attendance on Day 1 is
encouraged whenever possible, and employees are required to attend a session within three
weeks of their hire date. Virtual attendees without computer access on Day 1 should attend the
next available session.

NEO is required for newly hired employees, employees transferring from other agencies, and
individuals returning to LDH after a break in employment. This requirement also applies to WAEs.
Employees moving within LDH are not required to attend. NEO is not required for contract
employees.

Employees working in the Bienville Building must attend a session before a badge can be issued.

For in-person attendance, register HERE. Virtual attendance registration is below.

NEO Teams Registration
NEO Date Virtual Registration in | NEO Date Virtual Registration in
Teams Teams

03/02/2026 Register 08/03/2026 Register
03/16/2026 Register 08/17/2026 Register
03/30/2026 Register 08/31/2026 Register
04/13/2026 Register 09/14/2026 Register
04/27/2026 Register 09/28/2026 Register
05/11/2026 Register 10/12/2026 Register
05/26/2026 Register 10/26/2026 Register
06/08/2026 Register 11/09/2026 Register
06/22/2026 Register 11/23/2026 Register
07/06/2026 Register 12/07/2026 Register
07/20/2026 Register 12/21/2026 Register



https://www.signupgenius.com/go/10C094BAFAF2BAAF9CE9-61204507-newemployee#/
https://events.gcc.teams.microsoft.com/event/42054e46-cb40-4e09-8be5-1a337c344ec9@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/7464ae75-bebe-4865-a8d3-960138a9205c@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/faf019be-4fda-4d60-b656-75a29d5be331@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/fee1f568-0286-40ab-b76a-f80d54b4b426@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/5e4d5c21-e87c-4d3f-a5ad-8156bfa38d86@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/99117e65-e9d8-44c5-81aa-c7dbc73ca2f8@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/036e6f9e-e342-436d-a0e3-dce42255de99@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/ff2913ca-7c51-4225-9f1b-d108f2d2c730@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/b7b21cda-8092-4323-bd74-3df3c8e2d387@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/e695675e-620e-49e6-9990-6e24e0177a87@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/c0be771e-9a40-469d-94d0-9938a5fc42a6@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/4305eeeb-0563-42a1-941b-cc2023de05ac@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/0209c939-d494-4505-919a-960e2aa81450@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/fa76facb-615c-42fb-b4d3-a9c785535686@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/c7bca822-c5df-4aff-be90-9c037f6e0f95@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/148eb56f-81e6-4b7e-84d0-fe8c9d78735a@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/5399ecda-cb97-4336-bd43-6f92a6e4ccff@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/2cac3f4c-a99e-4da7-925b-e776d6d17341@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/e5c3a75d-7937-4158-8175-7fbc84a9f0e2@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/95403c1d-e64c-4b21-91fe-cd4f74498072@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/6383f6a7-51eb-4ef7-86b4-02a94071d5d5@89b0b16b-677c-4e6f-a254-61311d5b4a86
https://events.gcc.teams.microsoft.com/event/a0763cdf-bbc4-41ed-85ca-7864e76f0c87@89b0b16b-677c-4e6f-a254-61311d5b4a86

