
Welcome to the Team! 

Dear [Employee Name], 

We are excited to welcome you to [Company Name]! As part of our commitment to fostering a 

positive work environment, we would like to provide you with an overview of our HR policies 

that are essential for your success and well-being at our organization. 

Key Policies Overview 

• Code of Conduct: We expect all employees to uphold the highest standards of integrity 

and professionalism. 

• Work Hours: Standard work hours are from [start time] to [end time], [days of the 

week]. 

• Leave Policies: Detailed information on vacation, sick leave, and other types of leave 

can be found in the employee handbook. 

• Health and Safety: Your safety is our priority. Please familiarize yourself with our 

safety protocols and reporting procedures. 

• Anti-Discrimination Policy: We are committed to an inclusive workplace. 

Discrimination of any kind is not tolerated. 

Please take the time to review the full HR policy document that is attached to this letter. It is 

important to us that you feel informed and comfortable in your new role. 

If you have any questions or need further clarification, feel free to reach out to your HR 

representative at [HR contact information]. 

Once again, welcome aboard! We are thrilled to have you with us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


