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POLICY: 
The Water Department will provide all new employees with an 
orientation briefing on their first day of work. 

PROCEDURE: 
All new employees will report to the location designated in their 
formal offer letter on their first day of work for an 
orientation with the Human Resources Section of Administration.  

 

The employee will be required to sign certain documents before 
leaving Human Resources to report for safety training. Upon 
completion of safety training and upon reporting to their work 
location, the Section Head or the employee’s immediate Supervisor 
will provide a second orientation session. 
 
Employees in a bargaining unit represented by a union will be 
required to attend an information session conducted by union 
representatives. These sessions are considered part of the 
orientation process and attendance is mandatory. Employees will be 
notified by Human Resources of the date, time, and location of the 
session they are to attend. 

 

The employee’s official personnel file will be maintained by Human 
Resources. 
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