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New Employee Orientation Form
Note: This form has been developed to be adapted to the particular situation of each business. Remove or add items according to specific needs.

	DAY 1
	

	Welcome and visit of the business
	

	· Welcome the employee and explain the orientation period. 
	(

	· Explain the rules concerning parking of a personal vehicle.
	(

	· Tour the business. 
	(

	· Introduce personnel and their positions.
	(

	Encourage the new employee to connect with the team already in place. 
	(

	· Show the location of:
	(

	· Work space/place 
	(

	· Where to put personal belongings (if there is no office assigned)
	(

	· First Aid Kits
	(

	· Emergency exits
	(

	· Lunch/break room
	(

	· Washrooms
	(

	· Bulletin Board(s)
	(

	· The system of recording time worked (if applicable)
	(

	· Office equipment (photocopier, fax machine, supplies, etc.)
	(

	
	

	Information on the business
	

	· Review the mission, statement of values, and vision of the business.
	(

	· Review organizational chart.
	(

	· Review job description, tasks, hours of work, etc.
	(

	· Clarify the employer’s expectations.
	(

	· Explain how this position relates to other positions within the business. 
	(

	· Review the confidentiality agreement (read and sign the agreement). 
	(

	· Review what will take place during the probationary period as well as the evaluation criteria. 
	(

	· Give the following to employee:
	

	· The HR Practices Manual (ask the new employee to read this during the first week, and 

explain that a “signature of receipt” will be required as soon as possible).
	(

	· A list of telephone/extension numbers for all other employees. 
	(

	· Passwords for all equipment (if applicable).
	(

	· Policies regarding health and safety.
	(

	· Any required personal protection equipment (if applicable). 
	(

	· Keys (if applicable).
	(

	· Complete required documents for administration of salary or benefits. 
	(

	
	

	Beginning of training
	

	· Allow the employee time to settle in. 
	(

	· Begin training specific to the position. Ease integration by assigning a “mentor.”
	(

	· Explain any procedures regarding workplace safety.
	(


	DAY 2
	

	Policies and Procedures of the Business
	

	· Review major policies and procedures (for example):
	

	· Means of communication within the business 
	(

	· Quality standards 
	(

	· Performance appraisal
	(

	· Procedures for managing client complaints 
	(

	· How to report incidents or accidents 
	(

	· Training and/or professional development opportunities 
	(

	· Any special procedures within the employee’s department (if applicable)
	(

	· Procedures concerning participation in benefits 
	(

	
	

	Continue training on the position
	

	
	

	DAY 3 and following days…
	

	· Provide feedback on the progress of the new employee.
	(

	· Listen and encourage the new employee to ask questions. 
	(

	· Start with establishing a base of confidence and communication. 
	(

	Important: Make sure that a representative of the business does a follow-up with the employee
regarding:

· Information

· Assistance and support

· Necessary learning/apprenticing

· Progress
	

	
	

	By the end of the first week
	

	Ask the new employee to sign the “Acknowledgement of Receipt of the HR Practices Manual.”
	(


Completed by 
 Date 
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