





 New-Hire Orientation Agenda


(Sample)








Date: 		





Location:		








SUBJECT�
PRESENTER�
TIME�
�
�
�
�
�
Initial Welcome and Orientation  Overview  �
Orientation Coordinator�
8:30 - 8:40 a.m.�
�
�
�
�
�
President or Executive's Welcome and Company Overview�
President or Executive�
8:40 -9:00 a.m.�
�
�
�
�
�
Employee Benefits �
Benefit Administrator/Human Resources�
9:00 -10:00 a.m.�
�
�
�
�
�
Overview of Company Ethics and Business Conduct Policy�
Human Resources�
10:00 -10:15 a.m.�
�
�
�
�
�
BREAK�
�
10:15 - 10:30 a.m.�
�
�
�
�
�
Company Recreational Activities�
Recreational Coordinator or Human Resources�
10:30-10:45 a.m.�
�
�
�
�
�
Safety, Quality and/or Finance Time Keeping �
Various Company Representatives�
10:45-11:30 a.m.�
�
�
�
�
�
Security Presentation and Photographs for Badges�
Security Manager�
11:30-12:00 p.m.�
�
�
�
�
�
LUNCH�
�
12:00-1:00 p.m.�
�















