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Staff Onboarding Checklist
	Steps
	Tips
	Check

	1.  Have the employee sign an Offer Letter or Staff Contract & Confidentiality Agreement.
	· Draft an offer letter for employees or a staff contract for self-employed staff or a supportive roommate contract
· Create a confidentiality agreement
· Create a room & board agreement for a supportive roommate 
· Ensure there are two copies (one for staff and one for employer) 
	

	2.  Ask the employee to obtain a copy of a recent police information check.
	· Employees may obtain a police information check (including a vulnerable sector check) at their local City police service, local RCMP detachment, or online
	

	4.  Obtain necessary information for payroll (e.g. social insurance number, TD1 for both Federal and Provincial Tax) if warranted.
	· Federal & Provincial Personal Tax Credit Returns:
Td1: https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns/td1-forms-pay-received-on-january-1-later.html
Td1 (AB): https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns/td1-forms-pay-received-on-january-1-later/td1ab.html
	

	5. If warranted, complete a CRA Request for a CPP/EI Ruling-Employee or Self Employed. (If you are hiring staff as self-employed and decide on terms of a contract.) 

	· Request for a CPP/EI ruling can be completed online or submitted by mail. For more information and access to applicable forms can be found here:  https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/cpt1.html
· Outlined differences between Employee and Self-Employed can be found here: https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4110.html
· For Support Roommates supporting someone in their home information on Section 81(1)(h) of the Income Tax Act which speaks to amounts not included in income can be found: https://laws-lois.justice.gc.ca/eng/acts/I-3.3/section-81.html

	

	6. Consider WCB for Staff 
	· It is a good idea to apply for Workers’ Compensation and request reimbursement from PDD for the premium. The following link can be used to apply for WCB once you have hired workers:
https://www.wcb.ab.ca/resources/for-employers/online-services.html
	

	7. Review and consider the Abuse Prevention and Response Protocol
	· PDD Abuse Prevention and Response Protocol
· Video overview PDD: Abuse Prevention and Response Protocol
· Seek training opportunities in your area
	

	8.  Discuss roles, responsibilities and desired outcomes with staff. 
	· Share yours and your family member’s vision, goals, and desired outcomes
· Review job description, responsibilities and additional considerations
· Describe day-to-day workflow 
	

	9. Discuss policy and procedures with staff. 
	· Discuss scheduling, time sheets (for employees) or invoices (for self-employed staff) and payment method
· Vacation and time-off requests, sick days/leave 
· Share information related to any benefits and health & safety practices
· Request important employee information (emergency contact, transportation, vehicle considerations, insurance... etc.) 
	

	10. Communication Plan 
	· Communication Tips with Staff
· Scheduled meetings 
· Preferred methods of communication (text, email, in person... etc.) 
· Reporting, documentation (critical incidents), and data collection 
· Ask and answer any questions from staff 
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