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	Text2: Employee Orientation Agenda
	Text1: Day 1 Morning (8 a.m. - noon)• Welcome• Introductions• Ice breaker exercise• Company overview• Benefits overview• New hire paperwork completion• Take photos for ID badgesLunch Break (12 - 1 p.m.)Afternoon (1 p.m. - 5 p.m.) • Policy overview (review employee handbook)• Administrative procedureso Telephoneo Computer logino Clocking in and outo Absence notificationo Leave requestso Break procedures • Thank employees for attending and preview expectations for tomorrow• Dismissal
	Text3: Day 2 Morning (8 a.m. - noon)• Safety training presentation• Harassment prevention video• Management team introductions• Group question and answer session Lunch Break (12 - 1 p.m.)Afternoon (1 p.m. - 5 p.m.) • Break into department-specific meetings with supervisors• Department tour• Go over department procedures, work rules and assignments• Co-worker introductions• Work station assignments  • Preview expectations for the first few days of work• Conclude on a positive note —    Thank new employees for attending and let them know that you're glad to have them on the team! • Dismissal 
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