CLUBNAME

NEW STAFF PACKAGE & ORIENTATION CHECKLIST



Employee Name: _____________________________________________________


Start Date: ___________________________________________________________



Package Includes:

⃝	Signed Letter of Offer
⃝	Employee Information Form
⃝	Completed Tax Forms
⃝	Vacation Agreement
⃝	Copies of Certifications
⃝	Confirmation of Training Documentation Form Completed and Signed
⃝	Certification from Health and Safety Training



Other Orientation Activities

⃝	Review of Club Mission and Values
⃝	Tour – including staff areas such as washrooms and areas to store personal belongings
⃝	Staff and Volunteer Role Review 
[bookmark: _GoBack]⃝	Staff expectations and goals


