Welcome Letter for New Employees Template

Welcome to [Company Name]!

We are excited to have you join our team. This page will help you know what to expect on your first day and your first week. If you have any questions, please don't hesitate to reach out.

Your First Day
Arrival Time: Please arrive by [Time]. 
Where to Go: Report to [Location/Office].
Who to Meet: You will meet with [Supervisor's/Manager’s/Coworker’s Name].
What to Bring: Please bring [any documents, ID, SIN Number or other items needed].
What to Wear: Our dress code is [Casual/Business Casual/Formal]. [Provide specific details if needed, such as "no jeans" or "closed-toe shoes required."]

Contact Information
Manager:
[Manager’s Name]
[Phone Number]
[Email Address]

Supervisor:
[Supervisor's Name]
[Phone Number]
[Email Address]

Breaks 
You are entitled to [Number of Breaks] breaks each day. Each break is [Number of Minutes] minutes long.
[According to Alberta's labour standards, employees are entitled to one 30-minute break for every 5 hours of work. More information here: https://www.alberta.ca/hours-work-rest.]

Buddy Up System
To help you settle in, we have a buddy system. You will be paired with [Buddy's Name], who will be your go-to person for any questions or help you need. Your buddy will:

· Show you around the workplace.
· Introduce you to your colleagues.
· Help you understand your job duties.
· Provide support and answer any questions you may have.

Your First Week
Orientation: We will start with an orientation to help you get to know our company and your role. You will learn about our policies, safety procedures, and more.
Training: You will receive training on [specific tasks, software, equipment, etc.].
Meet the Team: You will have the chance to meet and get to know your colleagues.

What You Can Expect from Us
[In this section you can include more specific information about your organization’s culture, values, support you offer, etc.]
Pay: You will receive your first pay on [Pay Date] and then on a [Weekly/Bi-Weekly/Monthly] basis.
Support: Your supervisor and team are here to help you. Don't hesitate to ask questions or seek assistance.
Work Hours: Our standard work hours are [Hours, e.g., 9 AM - 5 PM, Monday to Friday]. If you require your employee to arrive 5 – 10 minutes ahead of time, please include that here or in the letter of employment.
Culture: We value teamwork, respect, and a positive attitude. We look forward to your contributions to our community.

Resources 
We offer various resources to help you settle in. You will receive:
· Jasper’s Community Guide: This guide includes important information about Jasper, such as local amenities, services, and support options. [The printed guide can be ordered from the Municipality of Jasper at community@jasper-alberta.ca or the digital version Here]
· Survival Guide: A simple guide to help you find local support services.
· Community Map & Transit Map: Find your way around town with ease!
· Evacuation Guide: Jasper is located in the middle of a National Park, which means wildfires and power outages are a risk to our community. It is important to know how to be prepared during an emergency.
· Employee Rights: Alberta’s Employment Standards Code protects your rights as an employee. You can learn more at https://www.alberta.ca/employment-standards.
· Employee assistance program: [Include here information about your employee benefits program]

We are thrilled to have you as part of our team. Welcome aboard!

Best regards,

[Your Name]
[Your Title]
[Company Name]

