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EMPLOYEE ORIENTATION CHECKLIST

DAY 1

1. VERIFY AND/OR RECORD THE FOLLOWING EMPLOYEE DATA:
· Full name, address, telephone number, birthdate, SIN.
· Who to notify in emergencies and telephone number

2. EXPLAIN AND OBTAIN COMPLETED FORMS FOR THE FOLLOWING (if appropriate):
· TD1 Form (Income Tax)
· Benefit programs enrolment forms (Group Life, AD&D, Health, Dental, etc.)

3. REVIEW, ISSUE AND/OR DESCRIBE:
· Method of paying wages (when and where)
· Vacation policies
· Holidays observed
· Health and Safety policies and procedures
· Review and/or provide departmental safety rules, WHMIS requirements, personal protective safety devices.
· Conduct and behaviour standards
· Complaint procedures
· Confidentiality and Intellectual Agreement and/or other agreements

4. PROVIDE THE FOLLOWING ADDITIONAL INFORMATION:
· Job Responsibility Record and Job Performance Standards
· Tour of facilities and department
· Show location of First Aid stations, lunch rooms, rest rooms, bulletin boards
· Review timing of and procedures for lunch and rest periods.
· Issue and/or review:  telephone lists, plant/office layouts, organization charts
· Provide list of co-workers names and job titles; introduce to co-workers.
· Notify reception of name and department location of new hire.





DAY 2 ONWARDS
· Review important company policy/practices Quality Standards, Job Performance Standards, Complaint procedures, accident reporting, training and development opportunities, special department procedures, if any.
· Explain employee benefit program details, enrolment, effective dates.

DAILY
· Briefly review employee’s progress
· Discuss and resolve any employee concerns.


Completed by:________________________________         Date:________________________

Manager’s Signature:__________________________         Date:_______________________

Employee’s Signature:_________________________          Date:_______________________
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