Suggestions for Using the SNJM Mission and Guiding Values Document

When Orientating a New Employee
During the employee’s first few days on the job:
1. Ask the employee to read the SNJM Mission Statement and Guiding Values in preparation for a future discussion of those topics. If the employee should spend time with any particular sections of the document, let her/him know.
2. Schedule a date and time for the half-hour conversation. Ideally, you will meet sometime in the first two months of employment, but before the employee’s first performance evaluation.
When you meet to discuss the statement and values: 

Begin by asking some general questions and work to more specific ones. 
1. Ask the new employee about his/her past experience.

· What was one of your favorite places of employment?  What made the environment positive for you?  What were some of the key values?  You can talk about one of your favorite workplaces as well, making it a two-way conversation. Or
· What type of an environment do you like to work in the best?  Why? In what type of an environment would you find it difficult to work? Or 
· What are your hopes in this new job?  What would you like the environment to be like?  What might you find irritating?
2.  The employee may not understand all the terms in the statement and values. Define them for the new employee. Give a fuller definition of the mission as you understand it.
3. Depending on the answers the new employee gave in “1” above, comment on any of the SNJM Guiding Values that match the new employees’ favorite values.  For instance: “You mentioned that you really like to learn and grow in a work environment.  We provide opportunities for individual development and growth – supporting our employees’ development is important to us.  The SNJM Mission statement says we are dedicated to the full development of the human person. That value is at the heart of our Congregation’s foundation.”
4. Ask the employee what other Guiding Values are important to her/him.
5. Ask if the “Behaviors that support the Guiding Values” provide a more concrete description of the values we expect from our employees.  Are any of the behaviors unclear?  Would the employee add any others?
Use the conversation as a springboard for discussion the employee’s first Performance Evaluation Process. 
6. In July and January you and the employee will meet to complete a Performance Evaluation Process.  The process will include an evaluation of how the employee meets the essential functions of the job description, how he/she has met the goals and objectives for the year, and how she/he supports and demonstrates the SNJM Guiding Values. Be sure the employee understands that the two of you will continually talk about these values because they are important to us.
7. This activity could also be combined with a review of the job description and discussion of its elements. Now that the employee has been in the job for a couple of months, she/he may have questions about the values in relation to the job.  
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