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This is Jeff Allen’s suggested outline for hosting a workshop on new hire orientation for hiring managers 

and supervisors: 

 

SUPERVISOR NEW HIRE ORIENTATION WORKSHOP 

 

A. Introduction (by HR Manager) 

1. Greet supervisors. 

a. Introduce consultant and other guests. 

b. Review purpose and scope of meeting. 

c. Discuss time of meeting, breaks and refreshments. 

B. Company Orientation (by HR Manager) 

1. HR manager and assistant "role play" 

a. Simulate actual orientation. 

2. Show company film, displays, products, etc. 

a. Distribute annual reports, product literature, organization charts, and other 

documents. 

b. Discuss corporate culture, philosophy, expectations of employees, etc. 

3. Project intake forms on screen and review their purpose. 

4. Project map and read new-hire tour script. 

a. Videotape tour if possible. 

5. Review questions most often asked by new-hires, and the answers given. 

a. Where to park? 

b. What to wear? 

c. Where to eat? 

d. Specific benefits? 

e. Specific rules? 

f. Review periods? 

C. Department Orientation Discussion (by Consultant) 

1. Ask supervisors why it is important (write items on easel). 

a. First impression. 

b. Proper adjustment. 

2. Ask supervisors how they orient new hires. 

a. What techniques work? 

b. What techniques don't? 

c. How can the techniques be improved? 

1. Are they modified to conform to the actual job? 

2. How is the modification done (formally, informally, etc.)? 

3. Do the employees participate in the modification? 

3. Ask supervisors how the first task is assigned. 

a. Is it by a plan? 

b. Is it by a panic? 
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c. Is it something that will give the employee a feeling of accomplishment? 

d. How is the accomplishment recognized? 

e. Is the assignment of the first task performed by someone knowledgeable? 

1. Who? 

2. How? 

3. When? 

4. Ask supervisors how follow up is done. 

a. Does anyone monitor the employee's job performance? 

1. Who? 

2. How? 

3. When? 

b. Does anyone ask the employee whether he or she has questions about the job? 

1. Who? 

2. How? 

3. When? 

c. Does anyone formally meet with the employee to review his or her job progress? 

1. Who? 

2. How? 

3. When? 

d. Does anyone informally visit the employee to discuss his or her job? 

1. Who? 

2. How? 

3. When? 

e. Are any follow-up forms used (other than performance review forms)? 

1. Should there be? 

2. How often should they be used? 

3. What should they contain? 

4. Should they be confidential or placed in the employee's personnel file? 

5. Ask supervisors when the departmental orientation ends. 

a. Some will say "The first day." 

1. Point out that learning never really stops. 

2. Stress the advantages of an objective time period. 

3. Note that there too many "first days" when someone is not oriented 

properly. 

b. Some will say "Never." 

1. Discuss the necessity of formalizing the "rite of passage." 

2. Suggest it should be when the probation period ends (usually 90 days). 

3. Suggest an employee-paid department lunch in honor of the new-hire. 

4. Emphasize remembering the date. 

5. State it is important for everyone to enjoy themselves -- they deserve the 

reward. 

6. Recommend a cake or other centerpiece. 
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7. Recommend a camera so the picture can be submitted to the company 

newsletter. 

6. Ask supervisors how the decision to accept the job can be transformed into a decision to 

stay. 

a. Observe that supervisors rarely think about this but 

b. That new hires don't stop thinking about it. 

D. Conclude Discussion (by HR Manager) 

E. Distribute New Hire Survey form (by HR Manager) 

1. It will be completed by the HR Department. 

2. It will be distributed to each new hire at 15, 30, 60 and 90 days. 

 

 

The new hire survey is on the following page
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NEW HIRE SURVEY 

Name (to be inserted by HR Department)     Date 

Department         Supervisor 

We would like to know whether there is anything can be clarified about (name of company) and 

your job. Please help us by immediately completing this short survey and returning it to the 

Personnel Department. Thank you for your assistance. 

1. How would you rate your orientation to (name of company)? 

2. Good  Fair  Poor 

3. What can we do to make new-hire orientations more effective? 

4. Do you have any questions about company benefits (insurance, holidays, vacations, etc.)? 

a. If "Yes," what are they? 

5. Do you have any questions about your compensation (amount, deductions, review, cycle, 

etc.)?  

a. If "Yes," what are they? 

6. Do you have any questions about overall company operations (department relationships, 

functions of certain activities, use of staff support, etc.)?  

a. If "Yes,"what are they? 

7. Do you have any questions about overall company policies and procedures (personal time, 

educational reimbursement, working hours, etc.)?  

a. If "Yes," what are they? 

8. Do you have any questions about your job duties? 

a. If "Yes," what are they? 

9. Do you have any questions about your job performance? 

a. If "Yes,"what are they? 

10. Has (name of company) met your expectations as an employer? 

Please list any other comments you have regarding your orientation, the company or your job: 

DATE: 

SIGNATURE: 

Thank you for your assistance in making our new-hire orientation even better! 
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