Welcome to [Company Name]

Dear [Employee Name],
We are excited to have you join our team! As part of your onboarding, we would like to provide

you with an overview of our company policies. Understanding these policies is crucial for your
success at [Company Name].

1. Code of Conduct

We expect all employees to maintain a high standard of professionalism and integrity in all their
interactions.

2. Attendance Policy

Regular attendance is essential. Employees are expected to report to work on time and adhere to
the specified working hours.

3. Leave Policy

Employees are entitled to various types of leave, including sick leave, vacation leave, and
parental leave. Please refer to the employee handbook for details.

4. Confidentiality Agreement

All employees must respect the confidentiality of company information and client data at all
times.

5. Workplace Safety

We prioritize a safe working environment. Employees are expected to adhere to safety protocols
and report any hazards.

If you have any questions regarding these policies, please do not hesitate to reach out to your
supervisor or the HR department.

Welcome aboard and best of luck in your new role!

Sincerely,

[Your Name]
[Your Position]
[Company Name]



