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Management resources for all things HR related. Stay up-to-date on company
information, policies, benefits and much more! Stay informed on processes and
requirements. 

Get tested for COVID 19

Start precautions: Wear a mask
Continue precautions 10 full days: Watch for symptoms, wear mask, if
symptoms develop get tested
Get tested by Day 6

If test results are positive, isolate and stay home for at least 5 days.
Wear a high-quality mask if you must be around others at home
and in public.
You may end isolation after day 5, symptoms have improved, & if
you are fever-free for 24 hours, without the use of fever-reducing
medication.
If symptoms have not improved, remain in isolation until fever-free
and symptoms improve. 
After ending isolation, when feeling better, wear a mask through
day 10. 

COVID-19
COVID-19. As COVID-19 cases are rising, Bee Line will continue to follow
CDC guidelines on handling cases. Below steps to take on the following:

If Symptoms are developed

If Exposed to COVID 19

Test positive to COVID 19

Ensure to keep HR informed of any COVID 19 cases so that HR may assist
you on next steps. 

Reporting Absences to HR

Include: 

Employee Name

Date of Absence

Reason for Absence

Number of Hrs to Cover

Any text screenshots or

paperwork sent by employee

related to absence.

REMIND
ER



"He was having so much fun with his

classmates and teacher that he didn't

want to go home!"

Welcoming New Employees to Your Team

R e c e i v e  N e w  H i r e  o r  T r a n s f e r  E m a i l
C a l l  e m p l o y e e  a n d  w e l c o m e  t h e m  t o  y o u r  t e a m .  
S c h e d u l e  f i r s t  d a y  o f  t r a i n i n g .  L e t  t h e m  k n o w  w h a t  t o  e x p e c t  o n  f i r s t  d a y .
R e m e m b e r  f i r s t  i m p r e s s i o n s  g o  a l o n g  w a y .  M a k e  i t  a  g r e a t  w o r k
e x p e r i e n c e  f o r  b o t h  t h e  e m p l o y e e  a n d  y o u r s e l f !
L e t  t h e  r e c r u i t e r  o r  o t h e r  m a n a g e r  k n o w  o f  t h e  s c h e d u l e d  f i r s t  d a y  o f
t r a i n i n g  O R  i f  y o u  a r e  u n a b l e  t o  m a k e  c o n t a c t  w i t h  e m p l o y e e .  T i m e  i s  o f
t h e  e s s e n c e !  I f  n o  c o n t a c t  i s  m a d e  t h e  r e c r u i t e r  o r  t r a n s f e r r i n g  m a n a g e r
c a n  a s s i s t  w i t h  g e t t i n g  c o n n e c t e d  w i t h  e m p l o y e e .  

F i r s t  D a y  o f  T r a i n i n g
S e n d  a  q u i c k  r e m i n d e r  c o n f i r m i n g  y o u r  t r a i n i n g  s e s s i o n  a  c o u p l e  h o u r s
p r i o r  t o  t h e  s c h e d u l e d  t i m e .
G r e e t  e m p l o y e e  u p o n  a r r i v a l .  
R e v i e w  t i m e k e e p i n g  p r o c e d u r e s ,  d o  a  q u i c k  t o u r  o f  t h e  f a c i l i t y ,  i n t r o d u c e
t h e m  t o  o t h e r  t e a m  m e m b e r s ,  i f  a p p l i c a b l e ,  r e v i e w  e m e r g e n c y  e x i t s .
I f  a p p l i c a b l e ,  s h o w  e m p l o y e e  h o w  t o  c o m p l e t e  t r a i n i n g  c o m p l i a n c e  i n
B r a i n i e r  ( b e e l i n e . b r a i n i e r . c o m ) .  H a v e  t h e m  c o m p l e t e  i n  t h a t  m o m e n t  o r
g i v e  d i r e c t i v e  t o  c o m p l e t e  b e f o r e  t h e i r  n e x t  s c h e d u l e d  s h i f t .

F i r s t / S e c o n d  D a y  o f  T r a i n i n g :  
C o m p l e t e  O n - S i t e  T r a i n i n g  G u i d e  ( D o c u m e n t  f o u n d  i n  H R  F o r m s - S h a r e d )

R e v i e w  B u i l d i n g  A c c e s s  O v e r v i e w
T r a i n  o n  T i m e k e e p i n g  P r o c e d u r e s
R e v i e w  T o u r  o f  A r e a s / B u i l d i n g  ( i d e n t i f y  e m e r g e n c y  e x i t s ,  f i r e  a l a r m s ,
f i r e  e x t i n g u i s h e r ,  e t c )
T r a i n  o n  J a n i t o r i a l  C l o s e t  ( i . e  R T D ,  i n v e n t o r y ,  o r d e r s )
R e v i e w  R o l e s  &  R e s p o n s i b i l i t i e s
R e v i e w  C l e a n i n g  P r o c e s s / E q u i p m e n t  U s e

B e l o w  i s  a  r e c o m m e n d e d  s t e p  b y  s t e p  t o  p r o v i d e  a  g o o d  N e w  H i r e / T r a n s f e r
e x p e r i e n c e :

W H A T  R E C O M M E N D A T I O N S  D O  Y O U  H A V E  T O  P R O V I D E  T H E  B E S T  N E W  H I R E
E X P E R I E N C E ?  S H A R E  Y O U R  F E E D B A C K  H E R E :  

https://forms.office.com/r/1NynAxuZVV


