

�PRIVATE��Orientation Checklist 

Orientation

The orientation of a new employee is the final step in the hiring process. Without a planned orientation program, employees would be compelled to ask their co-workers for the information they need, and might be misinformed. A well-organized orientation program enables new employees to be sure that they're getting all the facts firsthand, increases morale, and contributes to a more positive attitude toward the Company. 

The Company has devised a formal Orientation Program for all new employees. It consists of two (2) phases: 

Phase I -- Personnel Department 

Phase II -- Immediate Supervisor 

It is important that each phase of the two (2) phases of the Orientation Program be completed. (See attached checklists.) If you do not receive the proper forms, call Personnel at once to secure them. The orientation of new employees is very important and should be carried out conscientiously. Every effort should be made to make them feel comfortable and welcome. 



HOURLY PHASE I 



Personnel Orientation Checklist  



Employee Name ________________________________________ 



Department __________________________________________ Date ______________________ 





The following items are to be discussed with the new employee upon his/her successful completion of physical exam.�Discussed�Sign up �Employee��Equal Opportunity Employer�(�(��W-4 Form�(�(��Safety Shoes (required of all employees in plant)�(�(��United Way�(�(��Group Insurance Program�(�(��Probationary Period�(�(��Union Membership: Dues, Initiation�(�(��Bulletin Boards�(�(��Job-Posting Provisions�(�(��Pension Plan�(�(��Holidays — Eligibility�(�(��Vacations — Eligibility�(�(��Safety — First Aid�(�(��Attendance — Proper Reporting�(�(��Telephone Calls — Emergency or Other�(�(��Changes in Personnel Records�(�(��Cafeteria Facilities�(�(��Parking Facilities�(�(��Service Award Program�(�(��Scholarship Program�(�(��Tuition Reimbursement Program�(�(��Credit Union Membership�(�(��Savings Bonds�(�(��Employee Purchases�(�(��Working hour�(�(��Pay procedures�(�(��Show, in contract book, job classifications and pay grade and explain automatic and merit steps for increases.�(�(��ISSUE����Union Contract�(�(��Group Insurance Booklet�(�(��Plant Rules�(�(��Safety Rules�(�(��ERISA form�(�(��

QUESTIONS _________________________________________________________________ 



____________________________________________________________________________ 



____________________________________________________________________________ 

�Signature ________________________________________ Date ______________________ 



I understand all information covered and have been issued copies of the Union Contract and Insurance booklets, Plant Rules and General Safety Rules. 



Employee Signature________________________________________ Date ______________ 

Place in Employee's Permanent File.







HOURLY PHASE II (DEPT. SUPERVISOR) 

Orientation Checklist 



Employee Name ___________________________________



Department ___________________________________ Clock # __________________________ 

Dept. Supervisor ___________________________________________ Date ________________ �

This checklist is to insure that all necessary supplies, tools, information, and safety equipment have been given to your new employee. Welcome new employee and put him/her at ease.





�Check = Done��Lock with key, where applicable.�(��Required tools.�(��Required safety equipment.�(��Employee's job classification (title).�(��Initial assignment and necessary training.�(��Discuss:���Goals of the first few months — what he/she should learn.�(��Type of on-the-job training he/she will be given.�(��In general, his/her possible promotional opportunities.�(��Pay procedures: when, where, how.�(��Bulletin boards: where.�(��Hours of work — rest periods.�(��Lunch provisions — time and place — mention cafeteria facilities.�(��Department and plant rules and regulations.�(��How to get tools and supplies.�(��Company Safety Policy:���Review department safety rules and record.�(��Inquire about employee's past safety record.�(��Explain procedures to follow in case on-the-job injury occurs. �Mention nurse on duty 7 a.m. to 3:30 p.m.�(��Overtime policy.�(��Importance of good housekeeping and elimination of scrap.�(��Company Attendance Policy — Importance of good attendance, calling in, etc.�(��Also:���Show new employee his/her job and have him/her observe others doing it.�(��Explain each step as performed.�(��Introduce employee to Department Steward.�(��Introduce employee to his/her training instructor.�(��Completely answer any remaining questions.�(��Introduce employee to department head.�(��

Signature of Dept. Supervisor ___________________________________Date _______________ 

�Return completed and signed form to the Personnel Department.




