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Pre-employment Checklist – Prior to Day One 

❖ Create an Employee Contract 

❖ Employee and Manager execute the Contract 

❖ Assemble and Review the Employee Induction Pack 

❖ Set up Email 

❖ Arrange PPE gear 

❖ Develop Employee First Week Agenda 

❖ New Employee communication to staff 

Employee Induction  

❖ Company overview and strategy 

❖ Review Position Description 

❖ Complete Employee Sign up Form 

❖ Introduction to all staff and learn what each individual does 

❖ Review H & S Policy and Procedures 

❖ Review Incident & Accident Reporting 

❖ Review Emergency Procedures 

❖ Review Hazard Register 

❖ Review Safe Work Procedures 

❖ Employee Provides a copy of Driver’s License 

❖ Employee Provides any Certificates of Training 

❖ Review Vehicle Policy 

❖ Welcome morning tea 

Post First Day Checklist  

❖ Review One-on-One and Performance Management process 

• 30 Day Review Meeting 

• 60 Day Review Meeting 

• 80 Day Review Meeting 
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Week One 

Monday 

• Introduction and Strategy 

• Review Position Description – near term focus on Sales is key! 

• Complete Employee Sign up Form 

• Introduction to all staff and learn what each individual does 

• Review H & S Policy and Procedures 

• Employee Provides a copy of Driver’s License 

• Employee Provides any Certificates of Training 

• Review Vehicle Usage and Policy 

End of Day Debrief 

Tuesday, Wednesday, Thursday & Friday 

• Regular days – focus on learning and executing sales 

End of Day Debrief each day 
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Manager 

Week Two 

• More of the same – bed in use of business systems 

• Debrief and review role interfaces 

• Review where we are heading 
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