
  
ONBOARDING CHECKLIST 

 
  

A: Employee/Position Information 
 Employee Name:  Banner ID:  

 Supervisors Name:  Position:  

 Department:  Start Date: 

      

B: Orientation 
1. Introductions: 

Colleagues Department Buddy  Meeting with Manager  
  

2. Department Information:  
Accident Reporting         
Events/Functions    
Info (Unions) 
New to BCIT  
NEO 
WHMIS 

Department/Protocol               Desktop Training  Dress Code                            
Equipment/Supplies FOI/POP & RM                 Healthy BCIT  
Institute Policies              ITS Policies             Mail  
 OH&S                                                                 Philosophy 
Phone System            Staff ID Structure    

       Work Station                               
  

3. Position:  
100 Day Plan Job Description Probation & Assessment 

  

4. Facilities:  
Cafeterias     
Safety & Security                
                                                                  

Emergency Exits First Aid                                Library 
Switchboard                              Tour                                     Washrooms 
  

 

5. Work Schedule:  
Call in Procedures  
Regular Hours 

Breaks Pay Dates Time-Off Requests 
   

  

6. For Instructors Only: 
Copyright Policy Meetings DRC Instructor Handbook 
LTC Student Conduct Audio Visual Services  LƳŀƎƛƴƎ [ƛƴƪǎ

  

Ongoing: 
Understanding of responsibilities & procedures  
Review progress & evaluate performance 

     Meet to discuss progress & answer questions 
Set objectives for improvement 

  

C: Signatures 
Please sign and return to Human Resources within 100 days of the start date. 
Employee Signature  Date 

     

 
Supervisor Signature  Date  
 

 

Colleagues
Highlight
·Send an email to the department with a brief bio of new employee 
·Ensure co-workers are aware of the new employee and his/her responsibilities
·Familiarize workers with new employee's name and start date
·Introduce to everyone in department, especially introduce to the employee the individuals he/she will work with closely




Department Buddy
Highlight
·Find someone in the department that can answer the new employees questions.  Similar to the buddy system
·Take the employee to get their parking pass on his/her first day
   - BCGEU Support Staff and   
   Management meet with HR   
   on their first day and HR  
   will take them to the 
   department
·Welcome the new employee personally
·Introduce coworkers; show new employee their workspace


Meeting with Manager
Highlight
The meeting should occur within the first few working days of the new employee starting.

Accident Reporting
Information
Reflected in the BCIT Safety Manual - Incidents Investigations Part 2- Section 20 please inform the new employee on the standards
· The link is provided on the checklist


http://www.bcit.ca/files/safetyandsecurity/pdf/incident_investigations.pdf
Events/Functions
Information
· See any upcoming events at any of the campuses
· Sign up for any workshops or events, please ensure approval from your supervisor prior to signing up 


http://www.bcit.ca/calendar/main.php
Staff ID
Information
·Designate an individual in the department to arrange for BCIT ID by completing the online form (please click on the link) ensure to arrange for the doors that the employee may need to access
·On the first day take the new employee to Safety & Security (with personal identification) to receive their one card.  Safety & Security is located in SW01-1000
  -HR will take the new 
  BCGEU Support Staff and 
  Management employees to 
  get their OneCard on the first 
  day
·Request BCIT ID from HR for account creation and Lotus Notes, Outlook, and network access



http://www.bcit.ca/card/getoneonline.shtml
Structure
Highlight
Provide a copy of the organizational chart for the department and any other departments that the employee may need




Work Station
Highlight
·Ensure the necessities are ready for the arrival of the new employee, such as:
·Chair
·Computer and appropriate IDs and Passwords Contact ITS)
·Phone (eHelpDesk)
·Printer access 
·Supplies (stapler, hole punch, basic office supplies – pens, paper, etc)
·Setup an ergonomic assessment with Steven Zhou ext. 8042 by sending him a calendar invite (the appointment should be 15-20 minutes)


Library
Highlight
·Notify the Library that the department has a new employee

New Employee Orientation (NEO)
Highlight
If the employee does not receive an invite to the New Employee Orientation he/she should e-mail Tobi Bailey in HR or call ext. 8593 to receive an invitation
·New Employee Orientations are usually held four-six times a year



WHMIS
Information
·Ensure new employee completes the WHMIS training within the first 2 week of employment by contacting Christine Zapisocki at ext. 8333 
·The link is provided on the checklist
·Follow the instructions and once completed send the certificate to HR

http://www.bcit.ca/safetyandsecurity/safety/training/whmis.shtml
Department Protocol
Highlight
·Explain how the department is run, such as: who to call in an absence, delegation of work if absent, etc
·Make sure office space is available and clean for the new employee
·Discuss systems orientation and training with employee and contact the Learning Lab (Christine Zapisocki at ext. 8333) to set up training dates for: Lotus Notes, Outlook, & myBCIT orientation sessions as well as Banner, Marqui and Cognos reporting if applicable


Phone Systems
Information
·Voice mail instructions can be found in the link
·Have the employee save the instructions on their desktop and print out the most commonly used keys


http://www.bcit.ca/files/facilities/facilitiesserv/pdf/voicemail_system.pdf
ITS Policies
Information
·ITS can be reached at extention 7444 and is located in SE02 - 205D
·The telecom person in the department will answer any questions
·Provide a privacy form for the internet and return to ITS



http://www.bcit.ca/files/pdf/policies/3501.pdf
http://www.bcit.ca/hr/resources/policies.shtml
Policies and Procedures
Information
· Outline the important policies that apply to both the institute and the department
·The link is provided on the checklist
·It is important to select which ones the department uses most often


Equipment and Supplies
Highlight
·There should be someone in the department that will order the stationary supplies needed for the new employee
·All basic supplies should be readily available prior to the employee’s start date (please see Work Station)



http://www.bcit.ca/hr/services/newtobcit/
OH&S Sheet
Information
The safety training checklist should be completed, please follow the steps on the link provided.

Departments should ensure any employee's with a physical disability are assigned a department buddy for emergency evacuation purposes.



http://www.bcit.ca/files/safetyandsecurity/pdf/sas_46_ot_checklist.pdf
Mail
Highlight
Inform the employee of when and where the mail will be picked up and delivered, this may include showing the employee his/her inbox tray.

Dress Code
Highlight
·Business casual where appropriate




FOI/POP and Records Management Training
Highlight
·Every employee must attend the 2 hour session with Cynthia Kent for Records Management, FOI/POP and Copyright Training
·Cynthia Kent can be reached at ext. 8508 and she is located in the library SE14 room: 200H



Professional Development
Information
·The link is provided in the checklist
·Please contact Paul Harris for Management and FSA Super PD at extension 8476 if you have any questions regarding Professional Development
·Please contact Tobi Bailey at ext. 8593 for Support Staff PD inquiries

Philosophy and Objectives
Highlight
·Share the departmental mission statement (philosophy)
·Highlight the important initiatives in the strategic plan, which applies to the department, and how it is reflected in the implementation plan

Desktop Training
Information
·The link is provided on the checklist
·Register the employee for desktop training in the HR learning lab
·The employee will need login information to enter the registration system (USER ID: firstname lastname (with a space in between) Password: email password)
·Training provided: Lotus Notes, Outlook, myBCIT, use of IT policy, Banner navigation (CD available for desktop training), Cognos, Attendance for records keepers (prerequisites: Cognos, banner navigation) and Office 2010


https://notesmail.bcit.ca/names.nsf?Login
http://www.bcit.ca/hr/pd/
100 Day Plan
Highlight
·100 Day plan
·Provide duties of any scheduled training

Probation and Assessment
Highlight
Probationary information and appropriate forms are sent by HR to the manager or supervisor responsible

Cafeterias
Highlight
Inform the employee of where the cafeterias are located:
·SE2
·SW1
·NE1
·The Rix
·Tim Hortons

·Explain how your department uses your lunchroom if one is available, and anything that the employee needs to know regarding lunch hours


Emergency Exits
Highlight
·Explain where all the emergency exits are located and where you are to meet if there is a fire alarm or natural disaster



First Aid
Information

·Please be aware of the closest first aid area to your department and the contact number
·Read over the first aid reporting 




http://www.bcit.ca/safetyandsecurity/safety/program/firstaid.shtml
Call in Procedures
Highlight
Explain to the new employee the procedures in your department for if he/she is sick or cannot make it in and who to call

Breaks
Highlight
·Explain to the employee how breaks work in your department
·If coverage is needed for the employee, help find a suitable replacement for the lunch hour

Pay Dates
Information
·The link is provided in the checklist -choose which ever applies (Auxiliary, Regular, Temporary)

http://www.bcit.ca/financialservices/payroll.shtml
Time-Off Requests
Highlight
·Explain who the should employee speak to regarding time-off requests
·See the Info (Unions) link to view the Collective Agreements to see the vacation entitlement
·Manager should inform the employee of the attendance keeper and where/how the attendance is recorded
·Advise of any coverage the employee may be required to do, i.e. covering another position during vacation or absences



Regular Hours
Highlight
·Advise the employee of the department or position working hours

http://www.bcit.ca/copyright/
http://www.bcit.ca/ltc/
Meetings
Highlight
Clearly explain the department meeting schedule, processes, time tabling, contacts and office hours

http://www.bcit.ca/ltc/
http://www.bcit.ca/files/facultystaff/pdf/survivial_kit_may_08.pdf
http://www.bcit.ca/avservices/
http://www.bcit.ca/drc/
Instructions
Information
Highlighted fields are instructions for the task

Instructions and Links
Information
Question mark fields indicate instructions and the words are a direct link to the website or PDF

Department 
Information

Department 
Typewritten Text
Instructions & Links

Department 
Typewritten Text
Instructions

http://www.bcit.ca/hr/wellness/healthybcit/resources.shtml
http://www.bcit.ca/hr/resources/policies.shtml
Information for Union Members
Information
The link to the Collective agreements for each bargaining unit is available on the checklist

Department 
Typewritten Text
Professional Development

Job Description
Highlight
·Provide a copy of the JD to the new employee and explain any and all duties that are required of them in their position, as appropriate


Department 
Information
Unmarked set by Department 

Safety, Security and Emergency Management
Information
·Appoint someone in the department to be responsible for getting access for the new employee which includes:
·Parking pass and office keys




http://www.bcit.ca/safetyandsecurity/
Switchboard
Highlight
·Let Switchboard know you have a new employee
·Request phone and corresponding directory updates from Switchboard


Washroom
Highlight
Show the employee the location of the nearest washroom facility

Tour
Highlight
·Take the employee on a tour around the campus
·Visit all the important places are, such as:
·Coffee/Food Services
·Recreation Services
·Medical Services
·Safety & Security
·First Aid
·HR


http://www.bcit.ca/imaging/index.shtml
A00787976
Sticky Note
Instructor copy centres: http://www.bcit.ca/imaging/productservices/mfd.shtml

Copyright Information: http://www.bcit.ca/imaging/copyright/

DSF registration info is on the main web page site at: http://www.bcit.ca/imaging/index.shtml
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