Administrative
Procedure 400.114

Orientation of New Employees ,
September 2023

Background

Prairie Land Public School Division will provide orientation for new employees in order
to introduce new staff to the purpose and work of Prairie Land Public School Division.
This orientation is intended to highlight key areas in employment Procedures, Practices
and Benefits; and to provide an opportunity for new staff to establish initial contact with
existing employees and each other.

The orientation for new employees may be informal but will include an overview of
Prairie Land Public School Division’s information on Human Resources Procedures and
Benefits, an introduction to other staff and hands—on assistance in technology, if
required. The intent is to ensure new employees feel welcomed and to ensure that they
have all the necessary information to become familiar with the work as soon as
possible.

Procedures

1. It may not always be feasible to conduct a formal orientation session. However,
Prairie Land Public School Division will ensure that it provides support and
information to familiarize new employees with the work of Prairie Land Public
School Division.

2. The relevant details will be specifically tailored to their role and delivered within the
initial week of employment.

3. Orientation of new employees is a requirement for Principals, supervisors or their
designates.
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