Check-In/Physical Matrix
	Appointment
	
	
	
	

	TYPE
	LAB/OFFICE
	CHECK-IN
	PHYSICAL
	NOTES

	
	
	
	
	

	FTE
	Lab
	Y
	Y
	

	FTE
	Office
	Y
	N
	

	
	
	
	
	

	Fellow
	Lab
	Y
	Y
	

	Fellow
	Office
	Y
	N
	

	
	
	
	
	

	Contractor
	Lab
	Y
	N
	If contractor with Charles River, FedSource,

	
	
	
	
	ORISE, etc., NIH Physical Not Required

	Contractor
	Office
	Y
	N
	If contractor with Charles River, FedSource,

	
	
	
	
	ORISE, etc., NIH Physical Not Required

	
	
	
	
	

	Special Volunteer
	Lab
	Y
	Y
	

	Special Volunteer
	Office
	Y
	N
	

	
	
	
	
	

	PSO Contractor
	Lab
	Y
	Y
	If contractor is paid directly through NICHD

	
	
	
	
	Purchase Order, NIH Physical is Required

	PSO Contractor
	Office
	Y
	N
	

	
	
	
	
	

	Commissioned Officer
	Lab
	Y
	N
	Physical is completed by DCP before officer enters on duty

	
	
	
	
	

	Short-Term Clinical Volunteers
	Lab
	N
	N
	

	
	
	
	
	

	HHMI Guest Researchers
	Lab
	N
	N
	Through Office of Education


· All individuals should be checked-in (unless specified above), given an orientation folder, explanation of the items in the orientation folder and complete any mandatory on-line training

· If you have a volunteer or PSO Contractor here for a short time, try to start the orientation and physical paperwork process before they arrive; send the individual the on-line training websites and physical paperwork to complete before arrival either via fax or attachment to e-mail; schedule physical appointment with OMS ahead of time for the 1st or 2nd day after arrival
· For individuals who come each year for short periods of time, process a check-in and physical during their first appointment; you do not need to have a check-in and physical done each time
