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	13
	The New Employee Orientation Process


An effective orientation program should provide new employees with an understanding of the organization and how their performance contributes to the success of the organization as a whole.  This is a must, regardless of the size of the company or the importance of the position.  A successful program normally includes the following:

· The history of the company

· The company’s structure and organization (e.g. names, titles and key staff)

· A copy of the company/department organizational chart

· A presentation on company benefits that includes supplemental literature

· A tour of the facility

· A copy of the employee handbook (see Lesson 14)

Keep in mind that for most new employees the first few days on the job are anxious and uncertain ones.  Studies have shown that a lack of well-developed orientation programs can intensify this anxiety.  The resulting stress can interfere with the progress of training and acclimation.  Thus, many large companies designate one whole day for orientation and basic tasks. Smaller firms may need only a partial day, but the point is that a systematic orientation procedure is a must. 

Creating an Orientation Program & Schedule

The size of the company and the type of position filled will dictate the orientation needs and schedule.

What follows is the orientation schedule for the American Ultra-Tech Corporation, which can be considered a medium to large-sized company. This list of procedures, where applicable, is a good starting point for any orientation program, regardless of the size of the company.

American Ultra-Tech New Employee Orientation Schedule

The first morning, the following should be accomplished:

· A welcome to the company with presentation of employee handbook

· Locations of locker and wash room facilities

· Locations of cafeteria and break facilities

· Review of security regulations

· Locations of work areas

· Review of safety rules and the required safety equipment

· Introduction to fellow workers

· Assign a “buddy”—someone to help show the new employee the ropes

· Reminder to ask questions and seek assistance

After lunch:

· Explain the department’s work and how the employee’s job ties into big picture

· Summary of work group’s accomplishments and duties

· Practice on the job, including:

· Preparation for work

· Sample tasks

· Follow-up

Near the end of the first day on the job, do the following:

· Review pay rate, hours, breaks and time keeping procedures

· Explain company benefit plans

· Discuss parking and car pooling

· Explain dispensary facilities

· Answer any questions

During the first two weeks on the job, the following should be accomplished:

· Review of benefit plans

· Check on safety habits

· Follow up on progress and performance

· Review any items about which the employee has questions

Lesson Summary:

· Employers should realize that making a new hire comfortable is an important step.  Show that you value them by not merely putting them to work and walk away expecting perfection. 

· A clearly conceived orientation process should be balanced with the work, training and acclimation of the new employee. 

Recommended Resources:

These web sites have either software available or offer assistance to the orientation process:

www.deliverthepromise.com

www.intechnic.com

www.hrnext.com 







