


4. New Employee Orientation

5. Attendance

6. Communication

7. Discipline
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 Preparation of orientation

 General introduction of company

 Job-specific orientation

 Meeting the team

 Visiting physical facilities

 Reviewing company policies and standards

 Reviewing workplace health, safety and emergency policies and procedures

 Completing the paperwork
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 Maintaining time sheets

 Managing leaves and holidays
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Company policies

Changes in company policies

Work assignments

Performance standards

How well employees are meeting performance standards

Employee benefits

Changes to employee benefits

Significant events in the life of the company that need to be celebrated or that could impact employees

 Important information to communicate to employees:

Oral warning

Written warning

Suspension or loss of privilege

Written commitment by employee

 Putting a code of conduct in place

 Having the employee sign the Employee Manual

 Developing a positive discipline process for permanent staff




