


WELCOME TO DOC’S VIRTUAL 
ON-BOARDING PROCESS

At the time of fingerprinting & background, you must submit the 
following compliance documents:   
• Birth Certificate, Passport, Naturalization Certificate and/or Resident Alien Card 

• Social Security Card

• Driver’s License or Non-Driver’s Photo ID

• High School Diploma, General Equivalency Diploma; or College Degree (s)/Official transcript

• $9 and/or $75 Money Order(s)

• Copy of military ID (active members) or a copy of your DD-214 Form (If applicable)

• Any certificates or licenses necessary for your job title/trade (if Applicable)

• Court Dispositions (if applicable) 

• Driving Abstracts (if applicable) 



LET’S GET STARTED!

Are all your compliance documents ready and available? Let's proceed… 
Click on the link below in order to complete the following forms.  The next 
few slides mirror the online forms and have been highlighted to assist you 
with filling them.  Please print and scan them back to your assigned Staffing 
Specialist. 

http://www1.nyc.gov/site/jointheboldest/civilian/new-hire-processing.page

http://www1.nyc.gov/site/jointheboldest/civilian/new-hire-processing.page


Personnel Data Forms 
FORMS:

•  Identification Card Input Sheet

•  DCAS NYCAPS New Hire Packet - Personal Data

•  DCAS Designation of Beneficiary

•  Federal Tax Form W-4

•  Employee Withholding Certificate Form IT-2104

•  Social Security and Pension Form

•  Oath of Office Agreement

•  PREA

•  NYCERS

•  Direct Deposit

•  Tenant Parking Information Form 





































Citywide Policies

FORMS:

•  Federal Drug Free Workplace Act

•  DCAS Agreement Under Section 1127 NYC Charter

•  Charter 1136

•  Charter 2603

•  Mayor’s Executive Order 16















• City of New York employees hired on or after 

July 1, 2019, and their eligible dependents, will 

only be eligible to enroll in the EmblemHealth

HIP HMO Preferred Plan, and must remain in the 

HIP HMO Preferred Plan for the first year (365 

days) of employment.

• After 365 days of employment, the employee 

will have the option of either remaining in the 

HIP HMO Preferred Plan or selecting a different 

health plan within 30 days before the end of the 

365 day period. If a new health plan is selected, 

the new plan will be effective on the 366th day.

• NYCAPS (212) 487-0500

• Waiting period is 90 days

• Exceptions:

1. City Transfer

2. Civil Service List

3. Non-Competitive Title










