Human Resources Department, September 2005

New Employee Orientation Packet

This package contains information that we need to provide to new employees. Whenever possible, we should send this packet along with the offer letter, so that the employee is better prepared for their first day on the job. In addition to the offer letter, this package includes the following items:

Employee handbook

Health insurance kit

Employee benefits summary

About MediaLoft © booklet

Last year’s annual report

Offer Letter

The offer letter contains salary information, the list of above enclosures, and an agenda for the first day at MediaLoft. In general, the agenda will include the following items, as well as any items that are specific to that employee. Of course, the times identified below will need to change, depending on the situation.

Event & Time

Meeting with hiring manager 8:30

Meeting with HR coordinator 9:00

Orientation 9:30

Lunch on us 12:00

Systems training 2:00

Debriefing with manager 4:00

After the agenda, be sure to include a closing paragraph that contains the following text:

I would like to share my personal belief that we made an excellent choice in hiring you. Your background will be a great asset to our team. With your experience and qualifications to guide us, we will certainly be successful in meeting our company’s goals for the year 2000. Please call me at 415.555.2320 if you have any questions. We look forward to your reply and the prospect of working with you in the near future. 

A sample offer letter is stored on the department’s network folder with the name Sample Offer Letter.

Employee Handbook

This document describes MediaLoft’s expectations, including attitude, dress code, punctuality, and attendance. It also includes procedures for emergencies, inclement weather, leaves of absence, and reporting expenses and mileage. The employee handbook is stored on the department’s network folder with the name Employee Handbook.

Health Insurance Kit

This document describes health benefits available to all employees. It includes descriptions of the health plans from which new employees can choose, as well as sample forms for obtaining reimbursement from the Medical Expenses Savings Account. The health insurance kit is stored on the department’s network folder with the name Health Insurance Kit.

Employee Benefits Summary

This document lists and describes the benefits available to all MediaLoft employees. It includes benefits for new employees as well as vested employees. The employee benefits summary is stored on the department’s network folder with the name Benefits Summary.

About MediaLoft © booklet

This booklet provides a history of the MediaLoft organization. It also includes the latest organizational chart and an updated telephone directory. This booklet is stored on the department’s network folder with the name About MediaLoft.

