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Sharon Harris
Human Resource Senior Consultant

New Employee Orientation –
It’s More Than Just Forms!

AGENDA

 Hire-to-Retire (H2R):  Program Review

– Why should I care?

 New Employee Orientation:
– New Hire Documents
– Benefits 
– Handbook / Policies to Cover
– Where to File Personnel Documents

Hire to Retire (H2R): Program Background
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• Performance 
management 

(evaluation, discipline)
• Skill building training

• Career Planning
• Supervisor training
• Ergonomics/safety

• Investigation, 
documentation of 

complaints
• Mediation of disputes

• Illness & injuries –
FMLA/OFLA, return to 

work, disability 
management, ADA 

accommodation, fit-for-
duty exams

• Personnel file 
maintenance

• Succession planning
• Termination:

o pre-loss services
o potential severance    

agreements,
o managing layoffs & 

avoiding 
discrimination in 
them

• Exit interviews
• Retirement transitions 

& contracting back with 
the employer

• New Hire docs
• Probationary period 

evaluations
• Training on employer 

policies, procedures
• Onboarding

• Mission, Vision, Values, 
Culture

• Organization benefits
• What do I do? 

• How do I do it?

• Legal hiring practices
• Employee handbook
• Job descriptions

• Post-offer testing

• Background checks

Hire

Retire/ 
Transition

Orientation

Retention

Claim 
Frequency

Claim 
Severity

How to 
Change 

the Claims 
Trends

H2R – Why should you care?

New Employee 
Orientation –
More Than Just 
Forms

Orientation

Your Role

Your Team

Your 
Responsibilities

Your 
Environment
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New Employee Orientations

What is the Big Deal?

New Employee Orientation

 Time for new employee to familiarize 
themselves with: 

– the organization

– the department

 Time for employee to ask questions

New Employee Orientation

Employee confirmation that he/she made 
the RIGHT decision
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Who’s responsibility is it?

 Managers

 Human Resources 

 Risk Management

 City Recorder / County Clerk

Before the Employee Arrives

 Schedule out the first week…

HR and Manager should schedule the week 
together

The Role of Human Resources
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Human Resources’ Role

 Forms

 Benefits

 Handbook

Start with a New 
Employee Orientation 
Check list

Both employee and 
HR check off items of 
review

Sign when completed

File in personnel file

New Employee Orientation

Forms…Forms…Forms

• File in I-9 Binder

I-9 Employment Eligibility Verification

• File in Payroll file

W-4

• File in Payroll file

Direct Deposit

• File in Personnel file

Emergency Contact Form
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Enrollment & Beneficiary Forms

VEBA

HRA

MSA

FSA
Life

ADD

Supplemental 
Life

Dependent 
Life

Medical

Dental

Vision

Enrollment & Beneficiary Forms

• Tier 1 & 2
• OPSERP/IAP

PERS

• 6%Employee 

•457Deferred 
Comp

Benefits

Summary 
Plan 

Descriptions

Sample 
Claim 
Forms  
(FSA)

COBRA 
Notice

RBH 
Employee 
Assistance 
Program
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 Benefit Enrollment and Beneficiary Forms 

 File in a Confidential or Benefit File

Benefits

The Employee 
Handbook 

Essential Policies 
to Cover

 Non-
Discrimination 
and Retaliation

 Drug and Alcohol 
Policy

 Non-
Discrimination 
and Retaliation

 Drug and Alcohol 
Policy

Acknowledgment 
Form

• Have separate 
acknowledgment 
forms for each of 
these policies 

• File in employee’s 
Personnel file
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E
m

pl
oy

ee
 H

an
db

oo
k

Employment Relationship

Travel & Training Policy

Communications and Software 
Systems

Computer / Phone / Tablet / Cell 
Phone 

E
m

pl
oy

ee
 H

an
db

oo
k

Workplace Privacy and 
Confidentiality

Rules of Conduct/
Department Rules and Regulations

Public Employee Ethics and 
Reporting

E
m

pl
oy

ee
 H

an
db

oo
k Call–In Procedures

Lunch / Rest Breaks 
(hourly and non-exempt) 

Hours of Work and Work 
Schedules 

Attendance Policy
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E
m

pl
oy

ee
 H

a
nd

bo
ok Pay Administration

Timesheets

Overtime / Comp Time

Separation from Employment

E
m

pl
oy

ee
 H

an
db

oo
k Vacation Leave Benefit

Sick Leave Benefit

Employee Leave Request Forms 
(Vacation / Comp Time)

Family and Medical Leave: Federal / Oregon

Paid Holidays

Other Leaves of Absence

Jo
b 

S
pe

ci
fic

 P
ol

ic
ie

s

Credit Card Policy and Agreement 
- Copy to employee personnel file

DMV – Driver’s License Flag 
Notification Policy
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E
m

pl
oy

ee
 H

an
db

oo
k Employee Handbook receipt 

acknowledgment

Any other separate policy and/or 
procedures acknowledgment forms 

File in Employee’s Personnel file

The Role of the 
Manager

Engaging New Employees

Be knowledgeable of the importance of engagement and 
early experiences of new employees

Ensure an exciting and memorable experience in 
connecting with your organization

Build an effective manager-employee relationship

Understand the critical role that managers play in  
making the first impression and impacting     

performance and retention
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The Role of the Manager

Manager’s Role

 Mission Statement

 Review job description 

 Communicate job expectations

 Review organizational and 
department expectations

 Intro to Department staff

 Tour facilities

Manager’s Role

 Phone / office / 
department directory

 Operation of phone and 
computer systems

 Access and authorization

 Department work 
schedule

 Department call in 
procedures
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Manager’s Role

 Trial Service Period

 Length of probation

 Evaluation during probation = Introduce 
the 3 month and 6 month review process

 Performance Review – annual

 Corrective Action

Manager’s Role

Equipment Sign-out

 I-D Badge

 Office / Building Keys

 Parking Permit/ Bus Pass

 Phone / Tablet / Laptop

 Uniform

 Tools 
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The Role of Risk 
Management

Risk Management / Safety Orientation

 Employee Health & Safety

 Ergonomic Evaluation

 Safety Meetings

 Workers Compensation/           
Incident Forms

 Emergency Exits and Procedures 
for all employee buildings

What’s in Your
File?
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What goes where?

 Personnel File

 I-9 Binder

 Confidential / Benefit File

 Confidential / Payroll File

 Confidential / Medical File

 Workers’ Compensation File 

Personnel File

 Employment Application

 Conditional Job Offer Letter

 Acknowledgment Forms –
Handbook, Harassment, Drug and Alcohol

 Performance Evaluations

 Formal Counseling / Discipline Documents

 Promotions & Transfers

 Personnel Action Forms ( PAF’s)

I-9  Binder

 All employment eligibility verification forms    
(I-9) and any supporting documentation

 All employees in binder in alphabetical order 
by last name

 Make sure forms have been completely filed 
out by both employee and employer and that 
employment eligibility has been verified
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Benefit File

Employee Benefit forms

PERS

457

Payroll  File

 W-4 forms

 Direct deposit

 Payroll records

-- Payroll discrepancy forms

-- Hour and payroll reports

Medical File

 Doctor Notes

 Health Certifications

 Medical Diagnosis Information

 FMLA / OFLA Forms

 Medical Information Related to Leaves 
of Absence
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Recruitment / Background Envelope

 Resume

 Letters of Recommendation

 Reference Checks

 Pre-employment Drug Test Results 

• Safety sensitive positions only 

 Criminal Background Check

 DMV Check

Confidential Folder 

What's not on the list….?

Put in confidential folder inside the 
personnel file

Employee 
Orientation

Prepare for 
new 

employees

Consider 
using 

mentors

Use an 
orientation 
checklist

Cover 
needed 

information

Present 
orientation 
information 
effectively

Avoid 
information 

overload

Evaluate 
and follow 

up

Summary
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Questions?

Do  not be afraid to ask dumb questions.      
They are easier to handle than dumb mistakes. 

-- Unknown

Next Webinar: Save the Date
October 22 | 10:00 -11:00 am

“Establishing and Developing Team Performance”

Presenter: Kurt Chapman, Sr. HR Consultant

To register at learn.cisoregon.org

Thank You!

Contact Information
Sharon Harris 
CIS HR Senior Consultant 
503-763-3843
sharris@cisoregon.org


