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The Maricopa Association of Governments (MAG) hereby gives public notice that it is the policy of the agency to assure full compliance with Title VI of the 
Civil Rights Act of 1964, the Civil Rights Restoration Act of 1987, Executive Order 12898 on Environmental Justice, and related statutes and regulations in 
all programs and activities. Title VI requires that no person in the United States of America shall, on the basis of actual or perceived race, color, or national 
origin, be excluded from the participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity for which 
MAG receives federal financial assistance. Additional protections are provided in other federal and state statutes for discrimination based on religion, sex, 
disability, age, gender identity (as defined in paragraph 249(c)(4) of title 18, United States Code) or sexual orientation.

Any person who believes they have experienced discrimination under Title VI has a right to file a formal complaint with MAG. Any such complaint must 
be filed with MAG’s Title VI Coordinator within 180 days following the date of the alleged discriminatory occurrence. 

[Complaints should, at a minimum, include the following information:
   •	 Your name and address, and a number at which you can be reached during business hours
   •	 A general description of the person(s) injured by the alleged discriminatory acts
   •	 A description of the alleged discriminatory act(s) in sufficient detail to enable the Title VI Coordinator to understand what occurred, when it occurred, 

and the basis of the alleged discrimination complaint (race, color, national origin, etc.)
   •	 The letter must be signed and dated by the person filing the complaint or by someone authorized to do so on his or her behalf.]

For more information, or to file a complaint, please contact the Title VI Coordinator at 602-254-6300.
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Benefits and Benefit  
Income Cliffs

Public benefits can be essential for those re-entering the work-
force; it can provide them with much needed resources, such as 
childcare, health insurance, and supplemental nutritional assis-
tance, to name a few.

Below are brief explanations of these programs and their income 
cliffs to be aware of for employees who may utilize these benefits.
 

Arizona Department of Economic Security Child Care
The Department of Economic Security’s Division of Child Care (DCC) provides 
childcare assistance to eligible families who participate in employment activ-
ities and specific education and training courses. Childcare services are de-
livered by a network of childcare providers, which includes centers, childcare 
homes, and individual family members who contract or have an agreement 
with DES to provide childcare for eligible children and families.

To qualify for DES Childcare, income must be at or below 85% of the State 
Median Income. Review income eligibility with this chart.

Arizona Healthcare Cost Containment System (AHCCCS)
Arizona Health Care Cost Containment System (AHCCCS) is Arizona’s Medic-
aid agency that offers health care programs to serve Arizona residents. Indi-
viduals must meet certain income and other requirements to obtain services.

Learn more about AHCCCS programs and income limit information for each 
program.

https://azmag.gov/Programs/Homelessness
https://des.az.gov/sites/default/files/dl/CCA-0229A_FY22_0.pdf?time=1690564653987
https://www.azahcccs.gov/AHCCCS/AboutUs/programdescription.html
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Supplemental Nutrition Assistance Program (SNAP)
Nutrition Assistance (formerly the Food Stamp Program) is Arizona’s program 
for the Food and Nutrition Service (FNS) Supplemental Nutrition Assistance 
Program (SNAP).

Nutrition Assistance provides eligible households with monthly benefits they 
can use to purchase nutritious food. By helping families fight food insecurity 
and meet one of their fundamental needs, they can focus on overcoming bar-
riers to self-sufficiency.

Eligibility information can be found here and income limits can be found here.

Note: Generally, for every $100 in income over the limit, there will be a $30 
decrease in benefits.

Social Security Disability Insurance (SSDI)
Social Security Disability Insurance (SSDI) program provides assistance to peo-
ple who meet our requirements for disability.

The SSDI program pays benefits to an individual and certain family members 
of the individual if they are “insured.” This means that someone worked long 
enough – and recently enough - and paid Social Security taxes on earnings. 

SSDI does have medical requirements, which can be found at the link below. If 
an individual meets the nonmedical requirements, monthly benefits are paid 
if someone has  a medical condition expected to last at least one year or result 
in death.

Review eligibility requirements for SSDI.

Note: SSDI has restrictions on how much income an individual can make while 
also receiving SSDI.

https://azmag.gov/Programs/Homelessness
https://des.az.gov/how-to-apply-snap
https://www.snapscreener.com/guides/arizona
https://www.ssa.gov/benefits/disability/qualify.html
https://www.ssa.gov/oact/cola/sga.html
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Employer Resources
Department of Economic Security (DES)—Division of Employment 
& Rehabilitation Services (DERS): Federal Bonding Program 
The Federal Bonding Program is a hiring incentive that provides $5,000 of Fi-
delity Bond insurance for a six-month period at no cost and no deductible for 
at-risk-job seekers. After six months, employers can buy additional bonding 
if the worker has demonstrated job honesty. This bonding service offers em-
ployers a unique job placement took to assist ex-offenders and other at-risk/
hard-to-place job applications including, but not limited to:
•	 Ex-offenders with a record of arrest, conviction, imprisonment or a police 

record, or on parole or probation.
•	 Recovering substance abusers (alcohol or drugs) or individuals who have 

been rehabilitated through treatment for alcohol or drug abuse.
•	 Welfare recipients, individuals with poor credit history, or individuals who 

have declared bankruptcy.
•	 Economically disadvantaged youth and adults who lack a work history.
•	 Individuals dishonorably discharged from the military.

Eligibility and Requirements
•	 Workers must meet the state’s legal working age (Arizona – 16 during 

school hours or 14 outside of school hours). There are no maximum age 
limits.

•	 Federal taxes must be automatically deducted from the worker’s pay. 
Self-employment is not covered.

•	 The bond is issued to cover workers who obtain permanent jobs providing 
at least 30 hours of work per week. Some exceptions may be made to ac-
commodate the employer’s needs.

 
How to apply?
When an employer makes a job offer to an ex-offender, at-risk, or hard-to-
place job applicant and the job is accepted, the employer must submit infor-
mation to the DES Federal Bonding Coordinator that confirms the worker’s 
identity, the offer of employment, job title, work location, start date, salary, 
and hours of work per week. Apply here.

https://azmag.gov/Programs/Homelessness
https://des.az.gov/apply-federal-bonding
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Employee Development 
Resource Guides
Here you can find helpful resource guides to address common workplace 
matters.

What are things I should consider when working with an 
employee who is re-entering the workforce?
Working with an employee who is re-entering the workforce, whether due to 
housing status, age, or incarceration, requires a thoughtful and considerate 
approach. Here are some important factors to keep in mind:

1. Gap in Employment:
Understand and be non-judgmental for the reasons for the employee’s break 
from work. Be sensitive and avoid making assumptions. Consider if their skills 
and industry knowledge need updating.

2. Transferable Skills:
Help the employee identify and leverage the skills and experiences they gained 
during their time away. These skills may be valuable assets in their new role.

3. Flexible Onboarding:
Offer a flexible onboarding process that takes into account the employee’s 
needs, such as additional training or a gradual ramp-up in responsibilities.

4. Training and Upskilling:
Provide training or upskilling opportunities to help the employee catch up with 
any industry developments or changes that occurred during their absence.

5. Supportive Environment:
Create a supportive and inclusive work environment where the employee feels 
comfortable and encouraged to ask questions, seek guidance, and express 
any concerns.

https://azmag.gov/Programs/Homelessness
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6. Open Communication:
Encourage open communication and regular check-ins to ensure the employ-
ee is adapting well and to address any challenges or uncertainties.

7. Flexibility:
Offer flexible work arrangements, if feasible, to accommodate the employee’s 
needs, such as adjusting work hours or remote work options.

8. Set Realistic Expectations:
Set achievable expectations for the employee’s performance and consider a 
ramp-up period to allow them to fully adjust to their role.

9. Mentoring and Support:
Assign a mentor or buddy to help the employee navigate their return to work, 
answer questions, and provide guidance.

10. Performance Feedback:
Provide regular feedback on the employee’s performance, focusing on their 
strengths and areas for improvement. Offer constructive guidance to help 
them succeed.

11. Work-Life Balance:
Recognize the importance of work-life balance and support the employee in 
managing their responsibilities both in and outside of work.

12. Career Path:
Discuss the employee’s career goals and aspirations. Explore opportunities for 
growth and advancement within the company.

13. Wellness and Well-being:
Promote a culture of wellness and well-being, offering resources and pro-
grams that support the employee’s physical and mental health.

14. Respect Privacy:
Respect the employee’s privacy regarding their reasons for re-entering the 
workforce. Only discuss these matters if the employee chooses to share.

https://azmag.gov/Programs/Homelessness
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15. Celebrate Achievements:
Recognize the employee’s accomplishments and milestones as they reinte-
grate into the workforce. Celebrate their successes and contributions.

16. Continuous Feedback Loop:
Keep an ongoing feedback loop with the employee, soliciting their input on 
their reintegration process and any improvements that can be made.

The employee’s successful re-entry into the workforce relies on a collaborative 
effort of you, the employee, and the entire team. Providing understanding, sup-
port, and the necessary resources can help ensure a smooth transition and con-
tribute to their long-term success within your organization.

How do I talk to an employee about work-related challenges?
Talking to an employee about work-related challenges requires effective com-
munication and a supportive approach. These conversations are even more 
crucial when speaking to those who are re-entering the workforce or who 
have unique challenges, such as living in a shelter. Here’s a step-by-step guide 
on how to approach this conversation:

1. Choose the Right Time and Place:
Pick a private and comfortable setting where both you and the employee can 
talk without interruptions or distractions. Choose a time when both of you can 
focus on the conversation.

2. Prepare and Gather Information:
Before the conversation, gather relevant information about the challenges the 
employee is facing. Review any performance records, feedback, or incident 
reports that might be relevant to the discussion.

3. Be Empathetic and Supportive:
Approach the conversation with empathy and understanding. Express genuine 
concern for the employee’s well-being and assure them that you’re here to 
help and support them. 

https://azmag.gov/Programs/Homelessness
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4. Use Active Listening:
Allow the employee to share their perspective and feelings. Listen actively 
without interrupting and use open-ended questions to encourage them to 
elaborate on their challenges.

5. Focus on the Specific Issue:
Keep the conversation focused on the work-related challenges the employee 
is experiencing. Avoid making assumptions or personal judgments.

6. Avoid Blame and Criticism:
Frame the conversation in a way that avoids blaming or criticizing the employ-
ee. Instead, focus on finding solutions and addressing the challenges collab-
oratively.

7. Provide Constructive Feedback:
If applicable, offer feedback on specific areas where improvement is needed. 
Use a constructive and supportive tone, emphasizing the employee’s strengths 
as well.

8. Offer Support and Resources:
Let the employee know that you’re there to support them. Offer resources, guid-
ance, or training that could help them overcome the challenges they’re facing.

9. Collaboratively Brainstorm Solutions:
Engage the employee in brainstorming potential solutions to the challenges. 
Encourage them to share their ideas and suggestions for improvement.

10. Set Clear Expectations:
If necessary, discuss any changes or adjustments that need to be made to ad-
dress the challenges. Set clear expectations and goals moving forward.

11. Develop an Action Plan:
Work together to create an action plan outlining the steps the employee will 
take to address the challenges. Make sure the plan is realistic and achievable.

https://azmag.gov/Programs/Homelessness
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12. Follow Up:
Schedule a follow-up meeting to check on the employee’s progress and see 
if the action plan is effective. Offer ongoing support and make adjustments if 
needed.

13. Maintain Confidentiality:
Respect the employee’s privacy by keeping the conversation confidential un-
less there’s a need to involve other relevant parties, such as HR.

14. Document the Conversation:
After the conversation, make a note of the key points discussed, the action 
plan, and any agreements reached. This documentation can be useful for 
tracking progress and referring back to the conversation if needed.

Remember, the goal is to create a supportive and open environment where the 
employee feels comfortable discussing their challenges and working together to 
find solutions.

How do I talk to an employee about personal challenges that 
impact their work?
Talking to an employee about personal challenges that are impacting their 
work requires a delicate and compassionate approach. Here are steps to guide 
you through this conversation:

1. Choose the Right Time and Setting:
Just like with any sensitive conversation, pick a private and comfortable place 
where you both can talk without distractions. Choose a time when you both 
can focus on the discussion without feeling rushed.

2. Express Genuine Concern:
Begin the conversation by expressing your genuine concern for the employ-
ee’s well-being. Let them know that you’ve noticed changes in their perfor-
mance or behavior and that you’re here to listen and offer support.

https://azmag.gov/Programs/Homelessness
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3. Use Empathetic Language:
Approach the conversation with empathy and understanding. Use phrases 
that convey your empathy and create an open atmosphere, such as “I’ve no-
ticed you’ve been going through a tough time lately, and I want to understand 
how I can help.”

4. Be a Good Listener:
Allow the employee to share their challenges and feelings. Listen actively and 
without judgment. Use open-ended questions to encourage them to share 
more about what they’re experiencing.

5. Respect Boundaries:
Remember that employees may not want to disclose too much personal in-
formation. Respect their boundaries and only encourage them to share what 
they’re comfortable discussing.

6. Focus on Impact on Work:
Frame the conversation around how their personal challenges are affecting 
their work performance or behavior. Emphasize your concern about their 
well-being and how you want to help them navigate through this period.

7. Offer Support:
Let the employee know that you’re here to support them. Offer resources that 
might be available through the company, such as Employee Assistance Pro-
grams (EAPs), counseling services, or flexible work arrangements.

8. Brainstorm Solutions Together:
Collaboratively discuss possible solutions that could help the employee man-
age their personal challenges while maintaining their work responsibilities. 
This could include adjusting deadlines, redistributing tasks, or providing ad-
ditional support.

9. Respect Privacy:
Ensure the employee’s privacy by reassuring them that their personal informa-
tion will be kept confidential. Discuss involving HR only if the employee agrees 
or if the situation necessitates it.

https://azmag.gov/Programs/Homelessness
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10. Create a Plan:
Work together to create an action plan that outlines how the employee will 
manage their personal challenges while maintaining their work commitments. 
This plan should be realistic and achievable.

11. Set Clear Expectations:
Discuss any temporary adjustments or accommodations that may need to be 
made to accommodate the employee’s situation. Make sure both you and the 
employee have a clear understanding of expectations moving forward.

12. Follow Up:
Schedule a follow-up meeting to check on the employee’s progress and see 
if the action plan is effective. Offer ongoing support and flexibility as needed.

13. Document the Conversation:
After the conversation, make detailed notes about what was discussed, the 
action plan, and any agreements reached. This documentation will be helpful 
for future reference and follow-up conversations.

Your goal is to create a supportive and understanding environment where the 
employee feels comfortable discussing their personal challenges and working 
together to find ways to manage them while maintaining their work responsi-
bilities.

How do I talk to an employee about transportation 
challenges?
Discussing transportation issues with an employee requires a considerate and 
solution-focused approach. Some people re-entering the workforce may uti-
lize public transportation or other less reliable forms of transport. It’s import-
ant to take a non-judgmental approach when discussing this topic. Here’s how 
you can approach this conversation:

1. Choose a Private and Comfortable Setting:
Find a quiet and private space where you can have an uninterrupted con-
versation. This will allow your employee to feel more at ease discussing their 
transportation challenges.

https://azmag.gov/Programs/Homelessness
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2. Express Concern and Empathy:
Begin the conversation by expressing your genuine concern for the employ-
ee’s situation. Use empathetic language to convey that you understand trans-
portation challenges can be difficult and that you’re here to help.

3. Listen Actively:
Give your employee the opportunity to share their transportation issues. Lis-
ten attentively and avoid interrupting. Ask open-ended questions to encour-
age them to provide more details about their challenges.

4. Focus on Impact:
Highlight how the transportation issues are affecting their punctuality, atten-
dance, and overall work performance. Frame the conversation around finding 
solutions to help them manage these challenges.

5. Offer Support and Resources:
Inform the employee about any resources your company may have to assist 
with transportation issues, such as carpool programs, flexible work hours, or 
public transportation subsidies. If your organization doesn’t have these re-
sources, consider discussing options for remote work or adjusting their sched-
ule temporarily.

6. Brainstorm Solutions Together:
Collaboratively explore potential solutions that could address the transpor-
tation challenges. Encourage the employee to share their ideas as well. This 
might include carpooling, using rideshare services, adjusting work hours, or 
exploring alternative routes.

7. Flexible Work Arrangements:
If feasible, discuss the possibility of flexible work arrangements, such as tele-
commuting a few days a week or adjusting their start and end times to better 
align with their transportation options.

8. Provide Assurance:
Reassure the employee that you’re committed to finding a solution that works 
for both their transportation needs and the company’s requirements. Empha-
size your willingness to work together to overcome this challenge.

https://azmag.gov/Programs/Homelessness
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9. Set Clear Expectations:
Discuss any changes in work hours or arrangements and set clear expectations 
regarding punctuality, communication, and work performance. Ensure both 
parties are on the same page.

10. Follow Up:
Schedule a follow-up meeting to assess how the transportation solutions are 
working and whether any adjustments are needed. This ongoing communica-
tion will show your commitment to helping them overcome their challenges.

11. Document the Conversation:
Make notes about the conversation, including the transportation challenges 
discussed, the solutions agreed upon, and any future steps. This documen-
tation will be useful for tracking progress and revisiting the conversation if 
needed.

12. Maintain Confidentiality:
Respect the employee’s privacy by keeping the conversation confidential and 
only sharing relevant information with HR or other necessary parties with the 
employee’s consent.

The goal is to find practical solutions that accommodate the employee’s trans-
portation challenges while ensuring they can fulfill their work responsibilities 
effectively. Your empathy, support, and willingness to work together will go a 
long way in addressing the issue.

How do I talk about and explain employee benefits in an 
understandable way?
Explaining employee benefits in an understandable way is essential to ensure 
that your employees fully comprehend the value of the benefits your compa-
ny offers. Here’s how you can effectively communicate and explain employee 
benefits:

1. Know Your Audience:
Understand the demographics and needs of your employees. Tailor your com-
munication to address their specific concerns and preferences.

https://azmag.gov/Programs/Homelessness
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2. Use Clear and Simple Language:
Avoid jargon and complex terms. Use plain language that is easy to under-
stand, even for employees who may not be familiar with benefits terminology.

3. Provide Context:
Start by explaining why employee benefits are important and how they con-
tribute to the overall well-being of employees and their families.

4. Segment Information:
Break down the benefits into categories (e.g., health, retirement, time off) and 
explain each category separately. This helps employees focus on one aspect 
at a time.

5. Use Visual Aids:
Create visual aids such as charts, infographics, or diagrams to illustrate benefit 
options, coverage, and costs. Visuals can simplify complex information and 
make it easier to understand.

6. Real-Life Examples:
Use real-life scenarios or examples to illustrate how employees might use their 
benefits. This helps them see the practical value of the benefits.

7. Highlight Key Points:
Emphasize the key features and advantages of each benefit. Focus on what 
makes each benefit valuable and relevant to employees.

8. Address Common Questions:
Anticipate and address common questions or concerns employees might have 
about each benefit. Provide clear and concise answers to ensure they have 
accurate information.

9. Interactive Workshops or Webinars:
Consider hosting workshops, webinars, or Q&A sessions where employees 
can ask questions and engage in discussions about the benefits. This allows 
for more interactive and personalized communication.

https://azmag.gov/Programs/Homelessness
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10. Provide Online Resources:
Create a comprehensive online portal or document that outlines all the bene-
fits and provides detailed information. This resource can serve as a reference 
point for employees.

11. Offer One-on-One Sessions:
If possible, offer individual consultations where employees can discuss their spe-
cific needs and receive personalized guidance on selecting the right benefits.
12. Encourage Questions:
Invite employees to ask questions and seek clarification if they’re unsure about 
any aspect of the benefits. Make it clear that you’re available to help.

13. Share Success Stories:
Share stories of employees who have benefited from specific benefits, such as 
utilizing wellness programs or taking advantage of professional development 
opportunities.

14. Repeat and Reinforce:
Benefits information might be overwhelming at first. Repeat and reinforce key 
information through various channels, such as emails, posters, or company 
newsletters.

15. Feedback Loop:
Encourage employees to provide feedback on the benefits communication 
process. This can help you identify areas for improvement and adjust your 
communication strategies.

The goal is to ensure that employees have a clear understanding of their bene-
fits options and how they can make the most of them. By using straightforward 
language, visual aids, and practical examples, you can help employees make 
informed decisions about their benefits.

https://azmag.gov/Programs/Homelessness


Pathways Home: Employer Toolkit	 15
 

Maricopa Regional Continuum of Care. For more information, visit the MAG Homelessness page.

How do I address an employee who “no call, no shows”?
Addressing an employee who has a “no call, no show” situation requires a 
balance of firmness and empathy. Here’s a step-by-step approach to address 
the issue effectively:

1. Gather Information:
Before the conversation, gather all the relevant facts about the employee’s 
absence. Check your attendance records, communication logs, and any other 
documentation related to the situation.

2. Choose the Right Time and Place:	
Schedule a private meeting with the employee in a quiet and comfortable 
space where you can discuss the matter without interruptions.
3. Remain Calm and Professional:
Approach the conversation with a calm and composed demeanor. Maintain a 
professional tone throughout the discussion.

4. Express Concern:
Start the conversation by expressing your concern about the employee’s ab-
sence and their failure to communicate. Emphasize the importance of atten-
dance and reliability in the workplace.

5. Listen to Their Explanation:
Give the employee an opportunity to explain their absence. Listen carefully to 
their reasons for not showing up and take their perspective into consideration.

6. Address the Impact:
Explain how their absence without notice affected the team, workflow, and 
productivity. Highlight the importance of communication in maintaining a 
functioning work environment.

7. Review Company Policies:
Remind the employee of your company’s attendance and communication pol-
icies. Be clear about the expectations for notifying supervisors in advance of 
any absence.

https://azmag.gov/Programs/Homelessness
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8. Discuss Consequences:
Clearly communicate the consequences of a “no call, no show” incident, as 
outlined in your company policies. This might include disciplinary action, re-
duced pay, or other repercussions.

9. Seek Solutions:
Collaboratively discuss how the employee can prevent similar situations in the 
future. Explore solutions such as setting up a notification system for absences, 
using sick leave, or arranging for coverage in advance.

10. Provide Support:
If the employee is facing personal challenges that contributed to the absence, 
offer support and resources, such as counseling services or Employee Assis-
tance Programs (EAPs).

11. Set Expectations:
Clearly outline the expected behavior moving forward, including adhering to 
communication protocols and attendance standards. Make sure the employee 
understands the importance of adhering to these expectations.

12. Document the Conversation:
After the meeting, document the details of the conversation, including the 
employee’s explanation, the solutions discussed, and any agreed-upon action 
steps. This documentation will be important for future reference.

13. Follow Up:
Schedule a follow-up meeting to check on the employee’s progress and see if 
the agreed-upon solutions are being implemented effectively.

14. Offer a Second Chance:
Depending on the circumstances, consider giving the employee a second 
chance to improve their attendance and communication. However, be clear 
that repeated violations may lead to more severe consequences.

15. Maintain Consistency:
Ensure that you address similar situations consistently across the organization 
to avoid any perception of favoritism or unfair treatment.

https://azmag.gov/Programs/Homelessness
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While it’s important to address the issue firmly, showing empathy and providing 
support can help the employee understand the gravity of the situation and en-
courage positive behavior moving forward.

How do I address tardiness with my employee?
Addressing tardiness with an employee requires a balanced and constructive 
approach. Here’s a step-by-step guide to address the issue effectively:

1. Prepare for the Conversation:
Gather information about the employee’s tardiness, including specific dates, 
times, and the impact it has had on their work and the team. Be familiar with 
your company’s attendance policy and guidelines.

2. Choose a Private Setting:
Schedule a private meeting where you can discuss the issue without distrac-
tions or interruptions. This creates a comfortable environment for an open 
conversation.

3. Start with a Positive Approach:
Begin the conversation by acknowledging the employee’s positive qualities 
and contributions. This sets a positive tone and helps the employee feel more 
receptive to feedback.

4. Express Concern:
Clearly express your concern about the employee’s tardiness. Explain that 
punctuality is important for maintaining a productive and efficient work envi-
ronment.

5. Use Specific Examples:
Provide specific instances of when the employee was tardy and explain how 
it affected the team’s workflow or productivity. Use objective language and 
avoid making it personal.

6. Listen to Their Perspective:
Allow the employee to share their perspective. Listen actively and empatheti-
cally to any reasons they may provide for their tardiness.

https://azmag.gov/Programs/Homelessness
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7. Discuss Impact:
Emphasize how their tardiness impacts their own work, team dynamics, and 
customer satisfaction, if applicable. Highlight the importance of reliability and 
teamwork.

8. Review Company Policies:
Remind the employee of your company’s attendance and punctuality policies. 
Make sure they understand the expectations for being on time and any con-
sequences for continued tardiness.

9. Explore Reasons and Solutions:
If the employee shares reasons for their tardiness (e.g., transportation issues, 
personal matters), discuss potential solutions together. Explore whether ad-
justments to their schedule or other accommodations are possible.

10. Set Clear Expectations:
Clearly communicate your expectations for punctuality moving forward. Rein-
force the importance of adhering to the agreed-upon schedule.

11. Offer Guidance:
Provide guidance on how the employee can improve their time management 
and punctuality. Suggest strategies for planning their mornings and overcom-
ing any challenges they may be facing.

12. Agree on an Action Plan:
Collaboratively create an action plan to address the tardiness issue. Set spe-
cific goals and milestones for improvement and outline any necessary steps 
or adjustments.

13. Follow Up:
Schedule a follow-up meeting to review the employee’s progress. Acknowl-
edge improvements and provide additional support if needed.

14. Document the Conversation:
After the meeting, document the details of the conversation, including the 
issues discussed, the agreed-upon action plan, and any next steps. This docu-
mentation can be useful for future reference.
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15. Maintain Consistency:
Ensure that you address tardiness consistently across the organization to avoid 
any perception of favoritism. Apply policies fairly to all employees.

16. Provide Positive Reinforcement:
When the employee demonstrates improved punctuality, acknowledge and praise 
their efforts. Positive reinforcement can help motivate ongoing improvement.

The goal of addressing tardiness is to help the employee understand the impor-
tance of punctuality, work together to find solutions, and create a more produc-
tive and respectful work environment.

How can I help my employee adjust to a new workplace?
Helping your employee adjust to a new working environment is crucial for 
their successful integration and overall job satisfaction. Here are some steps 
you can take to support them during this transition:

1. Welcome and Orientation:
Provide a warm welcome to the new employee on their first day. Conduct a 
thorough orientation that covers the company’s culture, values, policies, and 
procedures. Introduce them to their team members and colleagues.

2. Assigned Buddy or Mentor:
Pair the new employee with a buddy or mentor who can help them navigate 
the new environment, answer questions, and provide guidance. This can ease 
the transition and make them feel more comfortable.

3. Clear Job Expectations:
Clearly outline the employee’s role, responsibilities, and performance expecta-
tions. Set achievable goals and help them understand how their role contrib-
utes to the overall success of the team and company.

4. Training and Development:
Provide necessary training to help the employee acquire the skills they need 
to excel in their new role. Offer opportunities for professional development 
and growth.
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5. Regular Check-ins:
Schedule regular one-on-one check-in meetings to discuss the employee’s 
progress, challenges, and any questions they may have. This demonstrates 
your commitment to their success.

6. Open Communication:
Encourage open and transparent communication. Create an environment 
where the employee feels comfortable asking questions, seeking clarification, 
and sharing their thoughts and concerns.

7. Social Integration:
Facilitate social interactions by organizing team lunches, events, or team-build-
ing activities. This helps the employee build relationships with colleagues and 
feel like a part of the team.

8. Feedback and Recognition:
Provide regular feedback on the employee’s performance and acknowledge 
their accomplishments. Positive reinforcement boosts morale and confidence.

9. Flexible Transition Period:
Understand that it takes time for employees to fully adjust to a new environ-
ment. Be patient and provide a flexible transition period as they settle in.

10. Address Challenges:
If the employee encounters challenges, listen empathetically and work togeth-
er to find solutions. Offer support, resources, or additional training if needed.

11. Respect Previous Experience:
Recognize and value the skills and experience the employee brings from their 
previous role. Leverage their strengths to contribute to the team’s success.

12. Provide Resources:
Offer access to resources such as manuals, handbooks, and online tools that 
can help the employee navigate their new environment and learn about com-
pany processes.

https://azmag.gov/Programs/Homelessness


Pathways Home: Employer Toolkit	 21
 

Maricopa Regional Continuum of Care. For more information, visit the MAG Homelessness page.

13. Encourage Self-Care:
Remind the employee to take breaks and prioritize their well-being during 
the adjustment period. A healthy work-life balance contributes to their overall 
comfort and productivity.

14. Celebrate Milestones:
Celebrate important milestones, such as their first month or successful com-
pletion of a project, to recognize their achievements and efforts.

15. Solicit Feedback:
Periodically ask the employee for feedback on their onboarding experience 
and how they are adjusting. Use their insights to refine and improve your on-
boarding process for future hires.

Each employee’s adjustment process is unique. By providing a supportive and 
nurturing environment, you can help your new employee feel valued, confident, 
and motivated as they transition into their new role and working environment.
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