
Orientation Supervisors’ Checklist
First Impressions Matter!

Creating a memorable welcome is essential when beginning to build a positive relationship with your new employee.  Orientation doesn’t occur for only one day, but is an ongoing phased approach that helps employees understand their role, the department’s business and affects the relationship they have with you as their supervisor.
This checklist is not to replace your department specific orientation process, but think of it as a guide outlining the basic requirements for your employee’s orientation.  We encourage you to use this checklist as a starting point and add in anything along the way that may enhance your employee’s experience as they begin their career with the Alberta Public Service!
Prior to New Employee’s First Day:
Announcements

· Talk with immediate staff/work unit informing them of new employee’s arrival

· Send email to department staff to announce new employee arrival
· Connect with new employee confirming start date, answering any initial questions
Reference Material
· Prepare welcome package (including welcome letter/card, ministry information)
· Pre-order business cards (if applicable)
· Other Items: _________________________________
Information Management Requirements
· All applicable computer network access (user IDs, network & power-on password)
· Ensure Intranet and folder accesses (where applicable)

· Inclusion on distribution lists (e.g. mail, phone)

Workspace area
· Telephone setup, voicemail access & password
· Prepare desk and office supplies
· Prepare name plaque for new employee’s work station

· Other Items: _________________________________
First Day:

Introductions

· Introduce new employee to orientation package 

· To immediate co-workers, Manager, and Director
· To buddy (if applicable)
Orientation to the work area and facilities
· Tour of work place

· Desk/work area
· Equipment (photocopier, fax, printers, other equipment)
· Lunchrooms, boardrooms, washrooms

· Supply room, file room, storage room

· Parking (if applicable)

· Branch/Unit norms (coffee fund, celebrations/traditions, etc)
· Familiarize employee with surrounding restaurants, coffee shops etc.
Occupational Health & Safety
· Refer to and complete the Employee Health and Safety Orientation Checklist
Administrative items

· Ensure email functionality

· Ensure all computer and network accesses in place 

· Arrange for invites to upcoming events & regular staff meetings
· Update GoA Directory with new phone number and address
· Obtain access card/departmental identification card
First Week:

Administrative
· Completion of payroll forms and benefits registration with payroll

· Awareness of FOIP
· Once employee ID is assigned, ensure access to MyAgent is in place

· Other Items: _________________________________
Ministry overview
· APS Vision and Values

· Departmental vision and mission

· Organizational Chart

· Divisions/branch overview

· Identify ministry stakeholders and clients

· Business Plans (Government, Department, Division, Branch)

· Phone list
· Other Items: _________________________________
Human Resources overview (Part 1)
· Pay and Benefits
· Union Information- provide a link to the Master & Subsidiary agreements (if applicable)

· Pension plan information
· Performance Management process
· Other Items: _________________________________
Occupational Health & Safety
· Refer to the Employee Health and Safety Orientation for more information

· Refer to and complete the Employee Health and Safety Orientation Checklist
Policies and Procedures

· Work hours, dress code, Overtime

· Official Oath

· Code of Conduct & Ethics

· Internet policy & Internet security

· Sexual & Workplace Harassment policy

· Building security
· Other Items: _________________________________
Orientation of new employee’s job
· Provide copy of position description, review job duties and accountabilities

· Link position to function of division, branch and section

· Identify reporting relationships

· Legislation related to position
· Other Items: _________________________________
First Month:
Human Resources overview (Part 2)
· Departmental recognition and wellness programs

· Learning and Development process

· Performance Management process

· Awareness of Corporate Human Resources website (http://www.chr.alberta.ca)
· Other Items: _________________________________
Other
· Clarifying job expectations

· Complete performance agreement
· Explain process of completing timesheets
· Arrange attendance at GoA Orientation to Government session
· Other Items: _________________________________
Within Three Months:
· Connection with Executive Committee (e.g. in-person introduction, presentation, or video)

· Connect with employee to ensure employee has everything needed for him/her to do the work
· Address any outstanding questions
· Other Items: _________________________________
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