Destination 4

Excellence mﬁgx
A

Fact Sheet |/

Orientation
Getting New Hires Off on the Right Track

How can this Fact Sheet help me?

Investing the necessary time and resources into employee
orientation programs can yield significant benefits for your
organization. This fact sheet will help you understand what
is needed for a successful orientation program.

Challenges and Opportunities

The orientation process is a critical stage in the life of an
employee and employer. This is when employees learn “how
things are done around here” and acquire essential information
for performing their jobs. It is also a time for employees to meet
key people and to adopt the values of the organization and their
work group.

Effective orientation helps new employees integrate into the
organization, inspires confidence and motivation, and reduces
worker stress. It can also help the employer and employee
determine if the relationship will work in the long-term. Finally,
orientation can help the employee become engaged in their
work and committed to the organization. Unfortunately, few
organizations invest the necessary time and resources into
employee orientation programs to realize these benefits.

© AOFP No portion of this document may be reproduced without permission



Solutions

Plan your orientation program in stages so that material can be
readily absorbed and retained by the employee. The following
components are recommended:

Stage 1. Have a formal orientation program in place for the
employee’s first few days or weeks.

Ensure the new employee feels welcome (have someone
meet the employee in the lobby on their first day, post a
welcome sign).

Provide an overview of the organization’s vision and goals
verbally and in writing.

Provide an employee handbook and a tour of the
organization’s facilities.

Stage 2. Provide an overview of key organizational policies and
expectations (e.g., payroll, benefits, health & safety).

Give employees an opportunity to ask any questions and to
clarify expectations.

Introduce the employee to key people, both within and
outside the workgroup (e.g., supervisor, co-workers).

Explain job procedures, duties, and responsibilities and
performance criteria, as well as any training to be received.

Explain how the employee’s job and department supports
the achievement of the organization’s objectives.

Provide a uniform, essential tools and equipment in good
working condition and ensure that the employee’s work
space is prepared.

Provide samples of the company’s products.

If the employee is from outside the immediate geographic
area, provide an orientation to the community as well as the
organization.

Stage 3. Establish a mentor or buddy system to provide support
for the new employee during the first few months.

Stage 4. Establish ongoing and regular two-way
communication with the employee.

Ensure that the supervisor provides the employee with
feedback to let them know how they are progressing.

Establish a mechanism to allow the employee to give
feedback to the organization.

Follow-up with the new employee at monthly intervals
during the probationary period.

Stage 5.  Foster positive relationships and a sense of belonging.

Organize periodic social events, encourage new employees
to attend, and publicly introduce them.
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Orientation Checklist

1. Information regarding the organization:
O History, structure, products and services.
U Mission and values.

U Key customers, customer profiles, and customer service
philosophy.

Policies and expectations.

Names of and introductions to key people.

00 O

Employee handbook or orientation video.

O

Tour of the facility.

2. Information regarding the job:
4 Joblocation.

U Job description, including tasks and performance
standards.

Hours of work and scheduled breaks.
Salary/wage information.
Benefits and rewards.

Probationary period.

O 0000

How the employee’s job and department supports the
achievement of the organization’s objectives.

Safety requirements.

Operating procedures.

OO0 0O

Uniform, tools and equipment.

U Information on where to go for help.

3. General information:
O Employee records.
Pay schedule.
Pay scales.
Vacations and holidays.
Sick leave and absentee policy.
Training and development opportunities.
Promotion policies and opportunities.
Disciplinary policy.

Information about the community.

o000 0o0O0o

Opportunity to ask questions.
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How do | start?

1. Look at your current approach to orientation and identify
areas for improvement.

Ask recently hired employees about their experiences and
suggestions. To what extent were they made to feel welcome?
Did they receive the information and tools they needed? What
might have helped them get on the right track more quickly?
What questions do they still have? Are you missing any
orientation steps? If so, consider implementing them.

2. If you have an employee handbook, review it to determine if
all essential components are in place. Should it be published in
more than one language? If you don't have an employee
handbook, consider the advantages of developing one.

ADVANTAGES OF BEST PRACTICES
e More qualified job applicants
e Better trained and informed employees
e Better health and safety practices
e More engaged and productive employees
* Fewer line interruptions
e Fewer product quality problems
e Easier implementation of new technology
* Lower absenteeism and employee turnover
* Higher sales per employee

* Higher market value to book value
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