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Welcome Template 1
Here is a welcome letter or email template the agency director, deputy director, or administrator can send to the new employee.  The blue text should be replaced and updated with the correct information.

Dear [Employee Name]:

Welcome to the (agency) team. We are delighted you are joining us as a (new employee’s job profile) within the (department/division/work unit). Your role is critical in fulfilling our agency’s mission to (insert agency mission statement).

As with any new position, there’s always a learning curve when it comes to acclimating to our culture and certain organizational processes. In order to help you adjust, your manager will be working with you closely to ensure you are properly onboarded. In addition, because we are committed to your success, you will be assigned a mentor or buddy who will assist you in getting to know your new agency as well as be an ongoing support resource. 

In your first few weeks, you will meet many coworkers, customers, stakeholders, and managers. Feel free to let them know what you need to be successful in your new position. 

I am confident there will be plenty of opportunity for you to learn and grow in your position and that you have made the right choice in selecting the (agency) as your employer.  
 
Sincerely,
[First Name] [Last Name], [Title]














Welcome Template 2
Here is a welcome letter or email template the manager can send to their new employee. The blue text should be replaced and updated with the correct information.

Dear [Employee Name]:

It is my privilege to welcome you to the (department/division/work unit). There’s much to learn about your new job and our agency. I am committed to making sure your career gets off to a great start and you are given every opportunity to be successful.

We will have ongoing communications to ensure you are feeling comfortable and  (consider inserting some specific details about what the first day will entail—i.e. completing some paperwork, receiving a tour of the facilities, meeting with you one-on-one, etc.) I have asked (name of staff assigned as a buddy or mentor) to serve as your mentor. I’m confident they will be an excellent ongoing resource for you.
As a new employee, there is standard paperwork to complete. We have included information within your welcome packet that we hope will help you make decisions about the choices available to you. Additionally, I will arrange for you to meet with Human Resources to assist you with this process. 

Please let me know if you have any questions. You can reach me at (telephone) or (email).

Welcome to the (department/division/work unit)!

Sincerely,
[First Name] [Last Name], [Title]



















Logistics Template
Here is an email template the manager can send to their new employee about some of the key information and logistics they may need to know prior to the first day. The blue text should be replaced and updated with the correct information.
Congratulations on your new position as a/an (job profile) with the (agency name) in the (department/division/work unit). This email is to confirm the following information:
· Employee number (OR#):
· Start Date: 
· Time and location you should report to work: 
· Classification & Starting Salary:
· Work Schedule: 
· Mentor: (name and contact info)

Helpful information: 
· Benefits: (remove this information if they aren’t new to state government) You have 30 days to make your benefit elections, however if you make your elections by the end of the month, your benefits will be available the first of the following month.  If you wait until the next month has started, your benefits will not be effective until the next full month.  Elections and information is found here: https://www.oregon.gov/oha/pebb/Pages/index.aspx
· Workday:  You should have received an email from Workday to the email account under which you applied for this position.  Once in Workday, you will need to complete your federal and state withholdings (W-4) and your direct deposit for payroll.  You should also update any personal information.
· ePayroll: (if your agency doesn’t use ePayroll then remove it and add agency specific information)
· iLearn:

When you arrive on your first day, you will report to (contact name and add any other information for where they go or what they need to do) as your contact person. 

In order to learn more about our agency, I encourage you to visit our website at (relevant website link). It will give you a comprehensive overview of our mission, stakeholders, strategic direction, and accomplishments.

Please let me know if you have any questions I can help with before you start. I’m excited to have you begin as part of our team on (start date).





Announcement to Staff Template
Here is an email template the manager can send to the team members the employee will be working with.  The blue text should be replaced and updated with the correct information.
(Address team),

Please join me in welcoming (name), a (classification or title) within our office.  (Name of new employee) comes to us with experience in (job or employment background) and will be a great asset to our team. (Name of new employee) will be working with (names of coworkers) on (job duties).

As a new employee, (Name of new employee) will have much to learn about in their new job and our department. I have asked (name) to be their mentor as they get settled in, but I know I can count on all of you to help them get acquainted with (name of department/division/work unit) staff and make them feel welcome.

(Name of new employee) start date is scheduled for (date). Please be sure to introduce yourself and welcome them to our team.
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