
New Employee Orientation Plan
AGENDA:

To welcome and make the new employee aware of details of the organization with the following in details;

1. History of the organization

2. Company’s line of Business

3. Company’s major successes

4. Company vision and Strategy

5. Long Term & Short Term Goals
6. Departments & Team Structure

7. Benefits

8. Performance & Reviews

9. Work Place Etiquettes

10. HR Policies

11. IT Policies

12. Department Long Term & Short Term Goals

13. New employee’s importance in the department
14. Functioning of Department
15. Employee certification & personal development

Above mentioned agenda points are to be discussed as per the following guidelines;

	AGENDA POINTS
	TO BE DISCUSSED BY

	History of the organization
	CEO

	Company’s line of Business
	CEO

	Company’s major successes
	CEO

	Company vision and Strategy
	CEO

	Long Term & Short Term Goals
	CEO

	Departments & Team Structure
	HR Manager

	Benefits
	HR Manager

	Performance & Reviews
	HR Manager

	Work Place Etiquettes
	HR Manager

	HR Policies
	HR Manager

	IT Policies
	HR Manager

	Department Long Term & Short Term Goals
	Department Head

	New employee’s importance in the department
	Department Head

	Functioning of Department
	Department Head

	Employee certification & personal development
	Department Head
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