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PREAMBLE: 

 

Departments/Divisions will provide orientation to new employees to the area to ensure that they are familiar 

with the department/division’s organizational structure, reporting relationships, the employee’s duties and 

responsibilities, departmental policies and procedures, attendance and work expectations.   

 

 

PROCEDURE: 

 

1. Senior Managers are responsible for ensuring that a department/division orientation program for new 

employees is provided. 

 

2. It is the responsibility of new employees to attend the department/division orientation program. 

 

3. Every effort will be made by designated supervisors to ensure new employees attend. 

 

4. Employees who attend department/division orientation will do so without loss of pay. 


