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Before the start date


Before the start date
	Prepare and send a welcome package 
Welcome letter
Employee handbook
Organizational overview
Benefits and payroll information
Training and development information
Local area guides and tools
Information about Indigenous cultures in Jasper
Health and wellness resources
Social opportunities
	Assign a mentor or buddy 
Choose a mentor to help the new employee settle in.
Ask the mentor to plan activities such as having lunch together, job shadowing, reviewing the employee handbook, and daily check-ins. 
	Set up office space
Assign a work station for the new employee and make sure it is equipped with the necessary tools. 
Set up an area for them to keep personal items such as a locker, cubby, or hook. 
	Set up accounts and passwords
Create an email account for the new employee. 
Provide access to equipment and software such as point-of-sale programs. 
Register the employee in the payroll system.
	Inform the team 
Let the team know about the new employee and encourage everyone to offer support.
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First day
	Introduce the company
Describe the different departments.
Explain the leadership structure and who the employee reports to. 
	Provide information about life in Jasper 
Introduce various services in Jasper.
Share local guides, maps, and resources.
Connect the employee with social opportunities in town and the workplace.
	Introduce the new employee
Send a message to your team or introduce in person. Include the employee’s role, prior experience, and achievements. 
Connect the new employee with their mentor. 
	Give a tour of the work facilities
Walk through the workspace, kitchen, washrooms, and common areas. Explain expectations for their use.
Show how to use equipment such as printers and cash registers.
Explain where to find emergency supplies such as fire extinguishers and first aid kits.
	Review important policies and procedures
Health and safety procedures
Emergency response protocols and important emergency contact information 
Discrimination and harassment policies
Work environment policies such as scent-free environment and smoking areas 
	Explain the three main rights of  workers in Canada
The right to know about health and safety matters
The right to participate in decisions that affect their health and safety
The right to refuse unsafe work
	Review the job expectations 
Job description and any additional expectations 
Work hours, breaks, and expectations for punctuality and absences
Expectations for interacting with other employees, managers, roommates, and others 
Performance evaluations and probation periods Onboarding checklist:
First day 


Wage structure, tips, incentive pay, expenses, benefits, and payroll deductions
	Complete forms and documents
Sign any necessary forms such as taxes and confidentiality agreements. 
Register the employee in the payroll system.
	Give access to communications
Ensure employee has access to company email.
Add them to existing communication channels.
	Discuss the onboarding training plan
Go over the training plan for the employee’s first few weeks.
Share professional development opportunities such as language courses and ProServe certification. 
	Check in and connect
Give opportunities to ask questions about work and life outside work.
Ask about religious, cultural, and accessibility needs. 
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First week
	Check in about the employee’s experience so far
Introduce employees again, if needed.
Make sure they are connecting with their mentor and are comfortable with their tasks and work environment. This can be informal chats during lunch breaks.
Continue to share social opportunities in the workplace and in Jasper.
	Review job expectations and performance
Ask for and give feedback on work tasks, relationships, communication, and how the employee is settling in. Let them know that feedback is normal for all new employees. 
Create a written plan for further development, if needed.
Encourage the employee to ask questions about their duties and company policies.
Provide positive feedback on achievements, where appropriate. This helps new employees develop a sense of belonging in a new workplace.
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First three months
	Follow up on accommodations
Follow up on religious, cultural, or accessibility accommodations that the employee requested.
	Discuss cultural challenges
If appropriate, discuss any cultural challenges they may be facing. 
	Create opportunities for team bonding and sharing culture
Give the employee a chance to share their culture with the team such as at a potluck or with a presentation.
	Meet regularly to give and receive feedback
Discuss areas where the employee can grow and create a long-term development plan together.
Ask about their ideas and feedback on the work so far.
