Welcome Letter 
To:

New Employee/Trainee [Insert Name]
From:

Team Leader/Manager [Insert Name]
Re:

Welcome to [Name of Work Area]
Date:

[Insert Date]
Welcome to the mental health team of [insert AHS].  We look forward to getting to know you and working with you.

To help make your first days with us a little easier, we have prepared a special orientation/induction package for you.  Enclosed you should find the following items:

[List here what you have included in the folder/package]
Your induction today will include: meetings with the staff in your team and within the service; a meeting with your clinical supervisor and a tour of the facilities. 
This orientation/induction will be an on-going learning process.  We encourage you to ask questions freely.

I will see you at [insert time] in my office to see how the day went for you.

Again, welcome.
Welcome Letter Example

