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4.5

New Employee Orientation

Check List

The Organization 
(
History and Future Direction

(
Mission and Values

(
Organizational Policies and Expectations
(
Products or Services

(
Customers

(
Facility layout (map, parking)

(
Names of key People

(
Any papers or information that should be brought on the first day of work 
(
Reporting Protocol/Supervision

(
Dress Code/Safety Requirements 
(
Questions?

General Information 
(
Employee Records

(
Benefits

(
Pay Schedule

(
Pay Scales

(
Salary and Wage Information

(
Probationary Period

(
Benefits

(
Vacations and Holidays

(
Sick Leave and Absentee Policy

(
Training and Promotion Policy

(
Employee Development Opportunities (Indenture)

(
Discipline Policy

(
Questions?

Job Specific Information

(
Facility Tour

(
Job Location 

(
Job Description

(
Job Tasks

(
Introduction to Work Unit and mentor

(
Performance Evaluations

(
Mentorship Orientation

(
Safety Requirements

(
Operational Procedures (Keys, Site Access, Etc)

(
Transportation

(
Work Standards

(
Tools and equipment

(
Hours of Work, Scheduled Breaks

(
Questions?

___________________________________
Employee Signature    

___________________________________
Employer Signature

__________________________________

Date
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