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TOWN OF SLAVE LAKE

Employee Orientation

Department: Human Resources Policy No: CRS.HR-23.1023
Policy Title: Employee Orientation Issue Date: 08-08-2024
1. PURPOSE

1.1. The objective of this policy is to:

1.1.1. Ensure all staff receive a formal orientation and have a clear
understanding/expectation of all components involved in doing the
work.

1.1.2. Ensure staff have an overall understanding of the Town structure, its
operation, and direction/focus.

1.1.3. Ensure that all staff hired from out of Town, together with their
spouses, are introduced to the community and surrounding area, its
history, services, and benefits.

2.POLICY STATEMENT

2.1. All newly hired employees of the Town of Slave Lake will receive timely
orientation to their work and new community.

3. DEFINITIONS
3.1. New Employee Orientation Manual:

3.1.1. A brief written document provided by the Town to assist the new employee
in obtaining the initial information needed to help the employee have an
understanding of the town's policies and operations. (see Appendix A)

3.2. Policy:

3.2.1. A statement of the Town's overall intention in certain areas of its

responsibility for guidance when action is being taken in those areas.

It is narrow enough to give clear guidance, but broad enough to leave
room for administrative discretion.
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4.5. Employees:
4.5.1. Be familiar with policies and procedures relevant to their areas and use

them as guidance in handling matters. Seek clarification if there is any
doubt regarding the proper application of any Town policy procedure.

5. CONTRAVENTIONS OF THE POLICY

5.1. Contraventions of this policy may result in disciplinary measures up to
termination.

6. REVIEW AND POLICY
6.1. This policy will be reviewed and amended periodically as necessary.
7. RELATED POLICIES

7.1. CRS.HR-23.1022 - Hiring Policy
72" Rescinds policy C.a.003 Employee Orientation

8. APPROVAL AND REVISION CONTROL

APPROVED BY: SIGNATURE: DATE:

i-:_(_:hief Administrative dfficer i ; , .
Q) | ovyo8-d0
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3

Paperwork to be completed on your first day

+ Banking information

R e q U | re d « Criminal Record Check /Vulnerable Sector search

* Driver's Abstract

Pa p e FWO Fk + Email autherization

« Qriginal copy of your signed employment contract (Offer Letter)

« Personat and emergency contact information
= Personal identification- e.g., a Driver’s License (D/L)
= Photo release form

* Taxforms
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New Hire Information Form
NEW HIRE INFORMATION

we should be aware of? If yes, please list them
below.

First Name: Preferred Name: Last Name:
Pronouns: He/Him O | Date of Birth SIN:

She/Her O | (MM/DD/YY):

They/Them 0 Driver's Yes O3

Other: License/Photo

1D Collected No 0
Address: Phone Number: | | ) -
{ ) =
Recognition | How do you like to be recognized by the organization?
Preference | Private Recognition ) No Preference [private or group regognitign} &
EMERGENCY CONTACT
Name:
Contact Number: Daytime: { ) - Cell: { ) -
Relationship:
SECOND EMERGENCY CONTACT
Name:
Contact Number: Daytime: { ) - Cell: { } -
Relationship:
MEDICAL

Do you have any allergies or medical conditions | Yes [ No O

Signature:

We are collecting your personal information under the Freedom of Information and Protection of Privacy Act. This information will
be used in the administration of Human Resources Department, By signing this document, you are allov/ing us to keep this record

on fi'e

Date:
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Employee Email Authorization Form

Depariment:
Employee Nanw,

{Last, Fusly
Emarl address:

Please PRINT the emanl address vou would hike 1o use o receinve sour passiubs

Personal email addresses will be sent an cocnvpled pdf copy of vour pavship.
You will be assigned a paswode that vou wall need o open the pdf's sent.

I would hike 1o receve my pavsitub electromcally by emanl,

Employee Signature Date

HR Sipnature Date

The Town encrypts atl pavstubs sent to personal emails. However, as these emails
reside outmide of the Town's comtrol and oversight 1t wiall be up o the persan's to
ensure that thetr personal emand account is secure,

\_/ SLAVE LAKE

Administration only

Name:
Email:
Passcode:

Employee Orientation Policy

Page9 | 9




-l



