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Checklist for New Employees

Upon hiring an individual, administration shall be required to obtain the following information:

Office Staff & Other staff
1.    Resume and copy of application put into their employee file.

2.    Oath of Confidentiality signed and dated.

3.    TD 1-for payroll.

4.  Criminal Records Check.
5.  Statement of Health.
6.  Any other pertinent documents deemed necessary, such as child welfare checks if working with children.
7.  Emergency contact information.

8.  Three references.

9.  Interview with Supervisor

10.  Use of cell phones and electronic devices (texting and photo of client information and identity explanation).

11.  Bluetooth or stop and chat rule.

Health Care Aides
1. Resume and or copy of application put into their employee file.

2. Oath of Confidentiality and Statement of Health signed and dated.

3. Proof of Automobile Liability Insurance. (Annual requirement after hire)
4. Criminal Record Check.
5. TD 1 for Payroll.
6. Copy of relevant diplomas and certificates.

7. Copy of First Aid & CPR Certificates.

8. Copy of valid Driver’s License.

The Employee Shall Receive the Following:

1. Agency Manual/sign acknowledging receipt and understanding.
2. Rubber Gloves & carrying bag. 

3. Time sheet and monthly planning calendars.

4. A copy of the Labour Standards Regulations and Alberta Health Services Standards
5. Service report if required and explanation of their purpose.

6. Explanation re: the time sheet - travel time - mileage and when time sheets are expected 

    to be submitted.     

7. Explanation regarding allowable time and other special considerations.

8. Explanation that staff development and recording of service reports is kept separate on 

    time sheets and are not to be added to the regular hours of that day.

9. Explanation regarding how the billing process is done:

     a) What private time is and what bathing time is and that if increases are needed that the 

     office should be notified so that the increases on either can be authorized.
Checklist for New Employees

10.  Explanation regarding that when a HCA makes changes to her client schedule the               

office must be notified - this makes it easier to keep office records updated and to locate                the HCA when the need arises.

11.  Explanation regarding Employment standard regulations pertaining to Home Support 

       Industry.

12.  Explanation regarding the importance of knowing information in the HCA Manual.

13.  Plan for orientation - On Site Training. 8 Hours to agency and Home Care, 35 hours to   

       care giving, minimum; if the new employee has no equivalent training or practical    

       experience involving personal care.

14.  Explanation regarding Training In-service program.
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