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<Company Name> recognizes the importance of new employee orientation as a means of welcoming new employees and familiarizing them with their work environment and key company information.
Orientation programs assist employees in understanding our Company’s values and culture; as a result, it encourages commitment and retention.  As an ongoing process, orientation begins during recruitment and selection and continues as needed throughout the individual’s employment.
This policy applies to all employees at <Company Name>.
Policy 

The orientation process will educate new employees about the organizational culture, our products and procedures, as well as provide a clear understanding of the expectations of our team members.  It will also provide new employees with the opportunity to ask questions to better understand the functioning of the Company.  New employees will receive important information about the Company, basic policies, performance expectations, job descriptions, safety requirements, etc.  In most cases, the orientation will occur during the first week.  
In order to ensure success, the orientation program should be managed as a proactive, ongoing process by Management.  The responsibility for the initial orientation process is shared between the new employee and the Management Team.  All employees may be asked to assist or mentor a new employee.  
Procedure
All new and rehired employees will receive an orientation during their first week in their new position conducted by the <Title>. 
Orientation attendance is mandatory. 

<Title> will provide each new employee with a general orientation on the facility and company policies and procedures and a more specific orientation on their specific position including roles and duties.

The following areas will be covered during orientation:

· Completing paperwork, including tax forms

· Compensation and benefits

· Company background, values, goals, etc.

· Policies and procedures

· Working hours

· Lunch and break schedules

· Importance of regular attendance, punctuality

· Policy for phoning in absences and tardiness

· Overtime opportunities or requirements

· Dress code 

· Scheduling time off

· Reporting structures

· Performance standards / expectations for performance appraisal

· Safety / security procedures, location of emergency equipment, emergency exit routes
· Health and safety hazards

· Safe working practices

· Introductions to co-workers 

It is the new employee’s responsibility to ask questions they have on what was learned – or not learned – during orientation.
<Company Name> reserves the right to alter, modify, amend or change human resources policies at its sole discretion.  Employees will be provided appropriate notice of any changes to policy.
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