
    September 2021 
 

                                                   

               
                               

Orientation Checklist – Supervisors and Managers  

 

New Staff Name: _______________________________  Title:   _______________________________ 

Supervisor:   _______________________________  Start Date:  ____________________________ 

Program Specific orientation topics Delivery Method Due Date: Date 
Completed: 

Signature:* 

Managing Staff Time and Leave Supervisor or delegate 2 weeks   

TFC’s Performance Evaluation Process Supervisor or delegate 2 weeks   

Quality Management in Evolv Supervisor or delegate 1 month   

Time management and tracking Supervisor or delegate 2 weeks   

Supervision expectations Supervisor or delegate 2 weeks   

Approving Payments and Reimbursements Supervisor or delegate 1 month   

Managing Staff Training and Professional 
Development 

Supervisor or delegate 1 month   

     

     

     

     

*For self-learning modules, new employee signs, for others, trainer signs 

              

 

 
 


	Title: 
	New Staff Name 1: 
	New Staff Name 2: 
	Date Completed2 weeks: 
	Signature2 weeks: 
	Date Completed2 weeks_2: 
	Signature2 weeks_2: 
	Date Completed1 month: 
	Signature1 month: 
	Date Completed2 weeks_3: 
	Signature2 weeks_3: 
	Date Completed2 weeks_4: 
	Signature2 weeks_4: 
	Date Completed1 month_2: 
	Signature1 month_2: 
	Date Completed1 month_3: 
	Signature1 month_3: 
	Supervisor or delegateRow1: 
	1 monthRow1: 
	Date CompletedRow8: 
	SignatureRow8: 
	Supervisor or delegateRow2: 
	1 monthRow2: 
	Date CompletedRow9: 
	SignatureRow9: 
	Supervisor or delegateRow3: 
	1 monthRow3: 
	Date CompletedRow10: 
	SignatureRow10: 
	Supervisor or delegateRow4: 
	1 monthRow4: 
	Date CompletedRow11: 
	SignatureRow11: 
	Managing Staff Training and Professional DevelopmentRow4: 
	Managing Staff Training and Professional DevelopmentRow3: 
	Managing Staff Training and Professional DevelopmentRow2: 
	Managing Staff Training and Professional DevelopmentRow1: 
	Start Date: 


