(ORGANIZATION) Policy 002.01.04
New Employee Orientation
Guidelines

Subsections: None
	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance
	Board of Directors
	

	· Corporate Functions
	CEO
	3/22/2011

	· Financial Functions
	CFO
	

	· Clinical Functions
	CMO
	


	First Approval Date: 2007
	
	Next Review Due: 2013

	Dates Reviewed: 2011
	
	Dates Revised:

	Dates Revisions Announced to Staff: June 2009



	Purpose:
	To orient new staff members to (ORGANIZATION)’s corporate culture and policies as well as specific job functions.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff members.

	Definitions:
	“(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	


Text of Guideline:

(ORGANIZATION) understands the importance of providing new employees with comprehensive training in order that they might best perform the functions of their job.  (ORGANIZATION) also encourages new employees to take initiative in their training and seek advice / information as needed from supervisors, peers, and members of the Senior Management team.

New employee training focuses on three areas:

· Policies and Guidelines: through the use of this handbook

· General (ORGANIZATION) History and Program Areas: through the use of the New Staff Orientation manual

· HIPPA manual

· Job Specific Functions: through program specific training materials, conversations with supervisors, and shadowing supervisors/peers













(ORGANIZATION) Policy 002.01.04



Page 1 of 1





Training 


