
Focus of the Onboarding & 
Orientation Project for 2024-25



Roles

Manager
New 
Hire

HR

Onboarding Workflow Process

General OrientationBefore letter of offer
is extended

After offer is 
extended

Extends Letter of 
Offer (LOO) with 

pre-boarding 
Package

Signs LOO and 
completes package

Review & triages 
Pre-boarding 

package

AIMS notification that LOO has been 
signed

Execute Manager Onboarding Checklist (KB0011472)
*Some of these items require 2+ weeks to execute before start date.  

Provides Verbal Offer 
(KB0013871)

Gather due diligence documentation 
from new hire, and initiate case in 

MyConnection (KB0014318 and 
KB0013037)

Collects personal 
information from 

new hire

Completes 
documentation 

review

Establishes start 
date and salary

Verbally accepts offer 
of employment

Provides information 
to Manager & HR

Sends Welcome 
Package with 

orientation information

Completes General 
Orientation and online 
safety training on Day 1

Submits certificates of 
completion.

Receives notification that certificate has been 
received

Enters banking information 
into Oracle

Ensure completion of  
orientation and onboarding, as 
outlined in Manager Checklist 

(KB0011472)

Engaged and actively 
participating in area-
specific orientation

Staff Safety 
follows up with 

orientation items 
as identified in 

checklist

Role Orientation

KB#s are knowledge documents on MyConnection
https://myconnection.skhealth.ca/esc
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