Orientation and On-Boarding Checklist

Note: Use this checklist to guarantee a thorough orientation and onboarding process for each
new employee. Print it as a tracking form for their file. Check off items when they are complete.

Employee name:

Start date:

Job title:

Before Start Date

Orientation for your organization.

Complete this section after receiving a signed offer of employment and before the employee’s
start date. Some of these items may be more appropriate to include in the first days of

Complete background check (if

Collect any required licences,

start date (void cheque, SIN card,
etc.

First Day of Work

required) - certifications, etc. -

Collect signed employment CoIIe_ct any signed policies

contract or offer letter o provided with employment O
agreement

Provide employee with policy Provide employee with relevant

manual o procedures or other pertinent O
documentation

Provide organizational chart and Provide contact information for

a map of the building or | relevant departments, individuals, i

workspace etc.

Provide glossary of industry or Com_plete and ‘?‘me't any

company related terms or 5 required new hire request forms 5

acrorr)m mys (account setup, security

Y clearance, parking pass, etc.)
Provide information for first day,
including list of items to bring on )
o Create employee file O

Complete this section on the employee’s first day of work and edit it to include any
organization-specific items as required

Collect all employee information,
including payroll, tax and benefit

Set up employee with health and

probationary period.

X fety training, including m
forms; verify SIN card number . sa
and SubmitBICOI' processing company safety procedures
ﬁi;ﬂzn’] p?ﬁglgztjigg description, Collect signed policy manual and
respons?bilities an d working o review to make sure signoff is O
relationships with employee complete
E’gtjgﬁgczg& ar;yrg;giri\gﬁw’ 5 Assign and introduce the peer a
statement, core values buddy
Review on-boarding process 5 Provide employee with schedule a

for their first week
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Review performance

Review payroll schedule and time

staff members.

First 30 Days of Work

organization-specific requirements.

expectations and goals - tracking system
Provide building tour, including Set up employee with required
how to access supplies, devices (computer, telephone,
emergency exits, and security o etc.)
measures used for entering and
exiting.

Provide Union information,
Introduce employee to relevant 5 introduce shop steward and

provide appropriate union
contacts

Complete this section by the end of the employee’s first week of work, and edlit it to include

Collect all health and safety

Begin training on job duties and

survey to employee

training records of completion ] designate mentoring visits with
regular staff
Collect any outstanding forms o Provide regular work schedule
Provide orientation satisfaction ) . .
o Schedule first supervisory visit

Complete this section within the next three weeks of work.

Confirm weekly follow-up by Peer

Develop an individualized
professional development plan

Buddy . based on feedback from the new
employee and the peer buddy

Touch base weekly with

employee and ask how its going.

May be verbal and or written, i.e. -

e-mail

First 60 Days of Work

Confirm bi-weekly follow-up Peer o Monitor completion of

Buddy individualized professional
development plan

Touch base bi-weekly with o Complete supervised in-home

employee and ask how it’s going.
May be verbal and or written, i.e.

e-mail

First 90 Days of Work

Program

visit, provide verbal and written
feedback to employee

Complete this section by the end of the employee’s probationary period or On-Boarding

Conduct performance review with

documentation

Analyze employee’s performance i

employee
Review probationary status with 5 Discuss expectations until next
employee review period
Rew_ew benefit status and Schedule next performance
provide any necessary m

review meeting
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