3583 S. Higuera St.[image: ]
San Luis Obispo, CA 93401

[bookmark: _b1j9yb5g0grn]NEW TEAM MEMBER ORIENTATION / ONBOARDING
[bookmark: _q754cmtgun94]
[bookmark: _g85ktegoi3br]GENERAL INTRODUCTION INTO THE COMPANY; EXPLAIN THE COMPANY’S MISSION, VALUES AND POLICIES
· [bookmark: _1yc7v5al33w8]Culture (Company background)
· Transparency
· Constantly improving
· Core values
· Helping your team members succeed
· Always having the team’s best interests in mind
· Company Vision
· Specialists in every department
· 2nd location
· Being the number one shop for all the services we offer
· Customer Experience Philosophy
· Responsiveness policy for getting back to customers
· Customer service for in person customer
· Customer service on the phone
· Away email messages if away on vacation or at sick (for applicable team members)
· Cater to customers in every way
· How to handle an unhappy customers
· What discounts is team member eligible to offer
· If team member is unsure how to handle a customer or a customer’s request do not hesitate to let the customer know that you will find out the answer and get back to them
· Quality Company Culture
· Go over 4 core values and what they mean to the company
· Go over the invisible “bank account”
· Company accountability - Pushups
· Morning Huddle Intro - why do we do this?
[bookmark: _8idojznxan3n]FIRST DAY ON THE JOB
· [bookmark: _1yc7v5al33w8]When and where to arrive
· [bookmark: _1yc7v5al33w8]Where to park
· [bookmark: _1yc7v5al33w8]Whom to report to
· [bookmark: _1yc7v5al33w8]Let other staff know new employee is starting
· [bookmark: _1yc7v5al33w8]Work station, office materials or other equipment are ready
· [bookmark: _7n86ijjf9w10]Computer and telephone access are prepared or scheduled
[bookmark: _4agtwq86qcs7]WELCOME YOUR NEW TEAM MEMBER
· Warm welcome and introduction to team as a whole and also individually
· Illustrate the “big picture,” how each position relates to the others on the team
· Demonstrate how new hires position relates to other departments or areas of the operation
· Explain the role of the owners and management team
· Share Quality’s vision, mission and values as well as its history
· Assign new hire a “buddy” who can answer simple procedural questions later.
[bookmark: _2mjeiid6lw10]THE BASICS
· Point out the location of the washroom
· Point out the location of the lunchroom
· Give a quick tour of the facility
· Show new hire where to store personal belongings
· Point out where to take breaks
FUNDAMENTALS
· Explain hours of work/shift
· Pay Days (https://docs.google.com/spreadsheets/d/1vsjpsRcLGPjFWUsOyA0dpwXnMKHqtuzG/edit?usp=sharing&ouid=116631488197460140988&rtpof=true&sd=true)
· Company Apparel - apparel that needs to be ordered can be ordered from SSActivewear or Sanmar
· Installers - hat (1), beanie (1), windbreaker (1), jacket (1) and lint free polo (5)
· Management/Non Installer Positions - hat (1), beanie (1), jacket (1), sweater/cardigan (3), shirts/polos (4)
· Dress Code/Grooming 
Uniformed Employees:
· Quality Polo (provided by employer)
· Khaki or Black pants or shorts (pants must be worn at the waist)
· Black close toed shoes in good condition
· Quality hat (provided by employer, must be worn forward)
· Quality jacket or windbreaker(provided by employer)

Non Uniformed Employees (must have company logo on at least one upper garment (ie, top or outer garment):
· Acceptable Tops (must either be branded with company logo or worn with a branded outer garment): polos, collared shirts, button downs, turtle necks, blouses
· Bottoms: skirts (below knee), shorts (right above knee or lower), pants, slacks, dressy capris/jeans
· Outerwear (must either be branded with company logo or worn with a branded top): windbreakers, jackets, cardigans, dressy sweaters, fitted zip ups
· Shoes: boots, flats, heels, dressy/in good condition sneakers
· Headwear (must be branded): hats

Unacceptable Attire Includes, but is not limited to the following:
· Hats (unbranded)
· Beanies (unbranded)
· Hood on sweatshirt can not be worn although hooded company sweatshirts are permitted for installers
· T-Shirts (unless worn under another blouse, dress, or acceptable shirt or branded with company logo)
· Flip Flops
· Spandex & Lycra (i.e. biking shorts)
· Spaghetti Strap Tank tops
· Tube tops
· Halter tops
· Beach wear
· Cutoffs
· Wrinkled, torn, stained, dirty, faded, discolored, patched, ripped, frayed clothing or clothing with missing buttons are not appropriate
· Revealing or skin-tight shirts, pants, etc., are not acceptable
· Clothes with offensive slogans or pictures, e.g., profanity and nude or seminude pictures, offensive gestures, suggestive cartoons
· Clothes with political slogans, derogatory words, advertisements
· Offensive, explicit, or graphic buttons, hats, caps, or other attire are prohibited
 
This guideline does not prevent non-uniformed employees from participating in certain casual and themed days as announced by the Communications Department or the Director of the Maintenance Department.
 
All non-uniform employees are expected to use good judgment and common sense when deciding appropriate clothing.  Management reserves the right to determine appropriateness.  Any employee who is improperly dressed will be counseled, and/or may be sent home to change clothes. Non-exempt employees will have the time charged to accrued personal hours or vacation accruals, or taken as leave without pay. If an employee violates the guideline by wearing unacceptable attire a written warning will be issued and placed in the employee’s personnel file. Continued disregard of the guideline may be cause for further disciplinary action, which may result in termination.

· Vacation Request off - fill out request off form at least 2 weeks prior to vacation, if you have a last minute request please fill out form and we will do our best to accommodate. (https://docs.google.com/document/d/1FSrHXd69qtJSv04WhuC7XLUjSIViQY-b/edit?usp=sharing&ouid=116631488197460140988&rtpof=true&sd=true)
· Sick Leave - 24 hours of accrued pay vacation per year. See employee handbook for details
· Breaks & Lunch - (2) paid 10 minute breaks and (1) unpaid 30 minute lunch per 8 hour shift. Your lunch needs to be taken within the first 5 hours of your shift. Team members need to take breaks/lunch outside of shop premises with the exception of the outside bench and downstairs sofa. After initial orientation team members can determine the best times to take their breaks and lunches. Team members always need to check in with management when they leave for their breaks and lunches. If a team member needs help deciding the best time to take breaks, management can help determine a good time. If a team member is working off site during their shift they are responsible for taking their appropriate breaks and lunches. 
· Performance Evaluation (first performance review is rescheduled at 90 days after first day of employment; however additional reviews and/or 1 on 1s may occur between first day of employment and 90 day review)
· Employee Handbook (given within first week of employment)
[bookmark: _t9o0pn6lxhgj]COMPANY POLICIES AND STANDARDS
· Review your policy on Internet and telephone usage on company time - Cell phones and the internet should not be allowed to distract employees from business tasks. They should not be used for surfing the internet, checking social media or gaming during work hours. Cell phones should never be used while driving, operating equipment, or in any situation where they can cause accidents. As a company we understand the importance of being in touch with family during the workday and will give team members the ability to manage and limit their cell phone internet time on an as needed basis. At any point in time management has the ability to take away all cell phone/internet privileges for any team member during work hours if management determines that they are being used too often or inappropriately. 
· Smoking policy - there is a no smoking policy on company premises or within 20 feet. There is also no smoking in company vehicles. 
· Discipline - see employee handbook
· Theft - zero tolerance policy
· Absenteeism  - see employee handbook
· Harassment and bullying free workplace - see employee handbook
· Overtime practice - see employee handbook
· Personal use of equipment and supplies - team members have full access to company equipment and supplies for company use. Team members must request permission to use any company equipment or supplies for personal use.
· Informal and formal grievance procedures - speak with Kimberlee or Micaela to schedule a meeting
· Training and On-The-Job Training
[bookmark: _28srife59p4t]WORKPLACE SECURITY, SAFETY AND EMERGENCY PROCEDURES
· How to lock up - turn off lights, make sure roll down doors are down, back door and front door are locked, heat press is off, cars outside are locked and alarm is set.
· How to call for help - Call Kimberlee 805-451-7764, then Micaela 805-602-1158, then Austin 805-602-7189
· How to deal with a threatening employee or customer - Come to Micaela Cook or Kimberlee Bruce immediately
· Reporting accidents - report to management and owners immediately
· COVID-19 Health & Safety protocols, procedures and policies - if you have any symptoms of COVID 19 or sickness, please stay home until you have no symptoms and have received a negative COVID test result. If you have tested positive you must stay home for 5 days and have no more symptoms. 
· Safety procedures - do not use hands to push down trash in cans, trash cans contain old blades and you can risk cutting yourself
· Personal protective equipment (as applicable)
[bookmark: _z2sneobg5deh]COMPLETE ALL PAPERWORK
· New Hire Paperwork provided by Micaela
[bookmark: _ugid66uuu6x4]SET JOB AND COMPANY EXPECTATIONS
· Probationary period (90 days), with first review at 90 days and milestones to raises outlining what team member needs to do for first set of raises
· Review individuals job description, pointing out what’s expected in regards to:
· Major duties and responsibilities
· Performance standards
· Hours
· Staff meetings
· Workload
· Training
[bookmark: _fay9qt6t9imu]BEGIN THE TRAINING PROGRAM
· Departmental specific training
· Company wide training
· Answering phones and taking messages
· Opening and closing the shop
· Running a credit card transaction over the phone or in person
· Taking a company card for any off site trip
· Greeting customers
· Offering customers drinks, food, coffee, rides
· Asking customers for reviews and explaining how to leave a review
· Use of walkie talkie and phone system
· Exchange of cell phone numbers
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