Onboarding Checklist

Onboarding and Orientation Processes determine from the outset what's expected of employees.
If you'd prefer to leave it to CMSolutions, we will assist with onboarding & orientation procedures.

Provide A Provide Describe the Settle In for a
Job Policies and reporting day or two
Description Procedures responsibilities
Document

Provide a written Recruits need to know When and to whom Allow Recruit the
Statement of what is acceptable and expectations of opportunity to
Employment, with unacceptable reporting experience aspects of
probationary period. behaviour. For the role
instance lying or
stealing will
necessitate instant
dismissal.
Pass Or Reject Document Provide An
During Probation Progress Employment
Period Contract
> e
Advise recruit of Keep file notes of the Candidate to sign
acceptance or progress or otherwise Employment Contract
otherwise when of the recruit, record and sign off on Policies
probationary period dates and notes of sub and Procedures.
nears its end. par performance if
applicable.

Orientation Process Completed

V Following a structured

Orientation Process will
ensure the right match of
performance and
expectations.
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