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INTRODUCTION

The new employee’s first impressions of your organization have a substantial effect on his/her morale and attitude.  They are crucial with respect to becoming a loyal, competent and productive team member, and you, as Supervisor or Sponsor, have the key role in the effective orientation of a new employee.

Recently we conducted a study to assess the reasons why employees tend to turn over from their organizations.  Our study indicated that more than 40% of our turnover occurred during the first year of employment.  A majority of all job-related terminations reported improper utilization (i.e., lack of challenge, lack of communication with supervisor, insufficient responsibility, lack of job satisfaction, etc.) as the primary or secondary cause of termination.  Another significant finding was a lack of understanding regarding company policies, practices, procedures and general performance expectations.

The recent shifts in population and shrinking labor pool are forcing companies to compete for workers.  The worker pool is increasingly diverse in terms of age, language and cultural background.  Studies show that organizations with first-day departmental orientation programs can foster positive supervisor-employee relationships.  An effective orientation program will help new workers get acquainted, feel at home and inspire positive attitudes about the organization.  Additionally, a good orientation program can help reduce errors, foster good habits, spot hiring mistakes and pinpoint future training needs (Reinhardt, p.28).

This generic New Employee Orientation Program, if followed in the manner described will:

· Reduce turnover and absenteeism

· Prevent performance problems

· Instill positive attitudes about the organization

· Pave the way for better communication between supervisor and the new employee.

In the New Employee Orientation Program, we use the terms supervisor and sponsor interchangeably.  Our experience tells us that assigning a new employee to “a buddy” or designated sponsor increases the likelihood of success.  Constraints on a supervisor’s time prohibits him/her to cover all issues on the checklist.  The supervisor still plays a key role; however, because the sponsor cannot be expected to cover all policies, procedures, guidelines and expectations.

This guide has been developed to allow a designated sponsor to perform this function with minimal direction.  The outline is prepared in checklist format.  The intent is to develop a generic checklist for the sponsor conducting the orientation session.  Additionally, we have developed a checklist for the new employee to review, sign and return to Human Resources within 30 days of hire.  By establishing accountability, we can ensure that all new employees will be given consistent guidance and clear communication regarding performance expectations.  We need to ensure that expectations are effectively communicated in case unforeseen performance problems develop.  This serves to create a solid employee relations orientation and complies with legal guidelines of due process.

Each organization has different needs, resources and staff requirements.  You can follow whatever process or sequence serves your needs.  Remember, feedback is the breakfast of champions.

Sincerely,

Larry M. Bienati, Ph.D., CCP, SPHR

REMEMBER BACK WHEN?

The first day on the job can be traumatic.  Generally, the employee has not slept well the night before, may be apprehensive and anxious.  This is a big step.  The employee may still be second-guessing his/her decision to leave the security of the last job and business associates.  The employee most likely will wonder:

· Can I do the job expected of me?

· Can I get along with my boss?

· Will I like the people I work with, and will they like me?

Many employees report that information is dropped on them like a bomb the first day—benefits, names, policies, manuals.  The retention rate is minimal.  Therefore, a good employee program evolves; that is, information should be shared on day one and gradually additional information is shared later in the week or subsequent meetings.  On day one the supervisor/sponsor should remember that the employee is looking for basic information:  “who, what when, how and why?”

Representative questions that an employee has the first day on the job are:

· Who:  “Who do I report to?  Who will I work with?  Who can answer my questions?  Who will evaluate my work?  Who will be my friends?  Studies in organizational behavior emphasize the importance of a social system in the work place.  While supervisors can’t make friends for newcomers, they should introduce the new employee to co-workers in the work unit, mentioning common interests or projects.  They should also consider choosing a “sponsor” to take the newcomer to lunch or on coffee breaks the first day.

· What:  “Exactly what am I expected to do?  What projects, products and deadlines am I responsible for?”  Supervisors can’t assume that a new employee will pick up accurate information from co-workers.  To prevent misunderstandings, reduce errors and establish positive work habits, supervisors must clearly outline work place rules and expectations for new employees.

· When:  “When should I arrive at work?  When shall I leave work?  When is payday, the next holiday, vacation, the introductory period?”  Although this same information may also be in an employee handbook, supervisors can get acquainted with new employees by answering questions and establishing themselves as a credible, face-to-face source of information.

· Where:  “Where is my desk or work area?  Where is the team with whom I will interact?  Where are the restrooms, cafeteria, employee entrance, parking lot and photocopier?”  A supervisor or co-worker should give newcomers a tour of the work environment on the first day.  Don’t let a new person wander around searching for necessities such as the outgoing mailbox.  If a new employee gets lost looking for a restroom, you’ve probably just lost an employee.

· How:  “How do I answer the phone or operate the photocopier?  How do I fill out these forms?  How do I order supplies?   Supervisors should consider assigning a reliable “sponsor” to teach the new employee how to operate frequently used equipment or answer other “how-to” questions.  Supervisors should also reassure and encourage first-day workers that they’ll soon learn how everything is done.

· Why:  “Why must that procedure be followed?  Why do I have to do this and they don’t?”  Supervisors must understand a new employee’s curiosity and answer the “why” questions surrounding daily duties.  By explaining policies and procedures on the first day, managers can open lines of communication and foster mutual respect.  This provides the context and perspective for both job-related and social activities and expectations.

At the end of the first day, the supervisor/sponsor should reassure new employees that understanding and perspective will come with time.  Avoid telling war stories; a comment like, “If you think it is busy now, wait until…”  could be terrifying to a new employee who feels overwhelmed.

SUPERVISOR’S CHECKLIST FOR ORIENTATION

GENERAL GUIDLINES

A.  
ADVANCE PREPARATION

___
Identify a sponsor (person assigned to assist new employee).

___
Review employee’s application.  Familiarize yourself with employee background and qualifications.

___
Inform associates, announce first day.  You may send out a short memo introducing the employee prior to arrival.

___
Arrange space, equipment, supplies.  A new employee appreciates the company taking time to order business cards, note pad, phones and general desk supplies.

___
Outline initial work assignment.  Clarify with sponsor assigned work with new employee.

___
Set up a first day lunch assignment.  Identify lunch companions and organize schedules.

___
Verify with personnel that all necessary forms are in order, i.e., employee number, clarification of compensation and benefit issues, other special arrangements in letter of offer.

___
Ensure pre-employment physical is completed (as required).

B.  FIRST DAY ON THE JOB

___
Word of welcome.  Supervisor, Employee and Sponsor get acquainted.

___
Tour of work environment:


Limited introductions to co-workers.


Restrooms, cafeteria, vending machines, employee entrance, parking lot, bulletin boards, mail pick-up, location of office equipment.


Other information sources—first aid; brief introduction to other departments, such as marketing, drafting, word processing, receptionist (sign-out log) and others.

___
New employee views company video (if applicable).

___
Supervisor or Administrative Supervisor presents new employee with the new employee orientation brochure (if applicable).  Additionally, employee is presented with any remaining paperwork needed to complete the employment file, i.e., application, W-4, I-9 forms and other materials in the new employee set up.


Employee returns to work station and completes the new employee set up.


Employee is asked to read the documents as prescribed by the office.

___
Take employee to lunch; invite sponsor/other interested key parties.

___
Supervisor (or sponsor) meets with new employee and ensures paperwork is done correctly.  Reviews each section of the company manual (if applicable).


Company Vision and Goals


Services Available to You


Employee Benefits (light overview)


Employee Stock Ownership Plan, Profit Sharing, Etc.


Business Plan (light overview)


Company Performance Expectations—this is a key document.  You are encouraged to review each section of the document to ensure the employee understands the key company policies and procedures.


Review new employee orientation checklist with employee.  Ensure the employee signs and returns to Human Resources Department within 30 days.

___
Refer to supervisor’s section of new employee checklist and ensure all areas are covered.  This is the segment of the orientation where you need to clarify the employee’s job description, standards of performance and general policies within your office.  Depending on time constraints, this may be done the beginning of the second day.

___
Develop some type of training/expectation plan for the employee during the first week.  Ensure that the sponsor is involved to assist the employee in this process.

___
You may decide to use the new employee checklist as your general guide.  A good rule of thumb suggests that all areas on the form (Component 1,2,3) should be covered by the end of the 5th day of employment.

C.  SECOND ORIENTATION DISCUSSION (At the end of day 5)

This is generally facilitated by Supervisor

___
His/her reactions so far:


About the assignment; the work environment


Any questions about previous discussions—group insurance, policies, expectations, etc.

___
Work planning and performance standards.  Discuss importance of:


Meeting schedules


Staying within budget (keeping costs down)


Meeting quality standards


Keeping the client satisfied


Billability (where appropriate)


Other performance standards—performance review, advancement opportunities, training and educational assistance, open door policy in resolving management issues, social and recreational activities.

___
Review the Company’s guidelines and criteria for writing a standard resume for use in proposals.  

___
Complete Employee Data Form.

___
Between the 5th day and the end of the 30th day, make an effort to visit with the employee on a regular basis.  Visit the employee’s work station and ask how doing; supervisor visibility is key at this point.  Make the employee feel a part of the team!

D.  DAY 30 OF THE EMPLOYEE ORIENTATION PROGRAM

___
Return completed new employee checklist to Human Resources Department.  Ensure employee and sponsor have signed and initialed all areas on the checklist.

___
Clarify benefit issues (as appropriate):  medical forms, claims, eligibility, ESOP, 401(k), etc.

___
Conduct a mini review of employee performance to date.  Use the basic company performance appraisal form.  At the end of the 30th day you should have an idea whether or not the employee is likely to meet the requirement of the introductory period.  If the employee is off-course, redirect and counsel as appropriate.

Company X

NEW EMPLOYEE CHECKLIST

Each new employee will be oriented to the company in three basic stages:

1. Preview of Company Information.

2. Review Company X  Employee Handbook.

3. Complete new employee checklist and return no later than 30 days following first day worked.

The checklist is a guide in the orientation process.  A copy should be retained by each office and placed in the employee’s file.  A copy of the completed checklist must be received no later than 30 days following the employee’s first day of work.  Completion of the checklist, discussion and acknowledgment by the employee’s signature is a basic condition of employment with the company.

Employee’s Name__________________________________  Employment Date____________________

Position______________________________________________________________________________

Supervisor’s Name_____________________________________________________________________

Sponsor Assigned for Orientation Program__________________________________________________

Date of First Performance Review_________________________________________________________

First Scheduled Payday_________________________________________________________________

1.  COMPONENT 1:
OVERVIEW OF COMPANY POLICIES 


Date_______________________________________


Employee Acknowledgment___________________

2.  COMPONENT 2:
REVIEW OF EMPLOYEE HANDBOOK


___Company Vision and Goals
___Employee Assistance Program


___The Business Plan
___Company Overview


___Employee Stock Ownership Plan
___Performance Expectations


___Flexible Compensation Program
___QA Manual (optional)


___Employee Benefits Review 
___Services Available


Company Performance Expectations Clarified (Review handout)

___At-will Employment
___Time-off Notice


___EEO/AA Policy
___Absences/Sick Leave


___Six Month Introductory Period
___Vacations and Holidays


___Performance Reviews
___Sick Leave


___Paydays/Timesheets
___Disability


___Overtime Policy Authorization
___Work-related Injuries


___Sexual Harassment Policy
___Leaves of Absences


___Alcohol and Drug Offenses
___Jury Duty


___Office Policies
___Funeral Leave


___Credit Cards
___Accidents


___Other:__________________
___Loss Prevention

3.  COMPONENT 3:  OFFICE ORIENTATION


General Office

___Parking
___Bulletin Boards


___Lunch Hours/Breaks
___Lunch Room


___Expense Reporting
___Coffee/Refrigerator


___Restrooms
___Auto Availability


___Coat Closets
___Travel Reservations


___Fire Extinguisher
___Emergency Procedures


___Safety Orientation


      ___Reporting Injuries on the Job

   
      ___Medical First Aid Facilities


___Administrative Support
___Office Security


___Telephone System
___Office Supplies


___Other:_____________________


Other Departments

___Word Processing
___Other:_____________________


Supervisor Orientation

___Intro to Employees
___Educational Assistance


___Job Description
___Advancement Opportunities


___Schedule Performance Reviews
___Billing System


___Technical Meetings
___Billable Time


___Project Management
___Expense Sheets


___Equipment Needs
___Signing Out


___Grievance Procedures
___General Office Policies


___Resume; HRIS Data Sheet

Employee comments on the orientation program:__________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sponsor comments:___________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have satisfactorily completed the above checklist, and I fully understand both the company’s and general office’s performance expectations, which may change as business requires.  The above does not constitute a written contract, and I understand that my employment is for no definite period and may be terminated at will.

________________________________________
________________________________

Employee’s Signature
Date

________________________________________
________________________________

Sponsor’s Signature
Date

________________________________________
________________________________

Supervisor’s Signature
Date

PLEASE RETURN TO ________________WITHIN 30 DAYS OF EMPLOYEE’S FIRST DAY WORKED.
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