
Nutrition and Food Services Staff Orientation Checklist                                              Revised December 2024 

 

 
 
 

Employee Name: ______________________               Facility: ____________________________ 

Position: _____________________________               Orientation Date: ____________________ 

Employee ID #: ________________________               NFS Lead Signature: __________________ 

Employee Signature: ____________________ 

 

Please assign a date under “Booked Date” if it not covered yet and booked for a later date. Check off 
“Completed”, once it is done.  

Checklist 
Booked 

Date 
Completed 

Employee Onboarding 

☐  For bilingual positions, email French Language Services (FLS) to 
      book an assessment for bilingual sites: FLS Approved Assessors  

 
         ☐ 

N/A  ☐ 

☐   New Employee Onboarding Checklist  ☐ 

☐  New Employee Onboarding Policies & Information Sheets Checklists and 
Sign-off 

 ☐ 

☐  Security Checks: Follow-up when staff turns 18 (only applicable if hired 
under18) 

 ☐ 

☐  Important Contact Numbers (NFS Lead/ Site Supervisor/ Site 
Coordinator /Kitchen) 

 ☐ 

☐  Shift Schedule and Routine (Site Specific)  ☐ 

☐  Facility Tour/ Assigned Department Mail Box & Locker/ Employee 
Entrance Door Code 

 ☐ 

Forms to Request Access 

☐  Learning Management System (LMS)  
      Note: Employee to create account through HPS 

 
 ☐ 

☐  Account Authentication Questions and Answers 
      Note: Employee to fill out the form and email to Service Desk 

 
 ☐ 

Nutrition and Food Services (NFS) Staff 
Orientation Checklist 

https://staffnet.southernhealth.ca/programs-services/french-language-services/resources/fls-resources-for-managers/fls-approved-assessors/
https://secure.southernhealth.ca/wp-content/uploads/New-Employee-Set-Up-Checklist.pdf
https://staffnet.southernhealth.ca/wp-content/uploads/NEP-Section-I-Policies-Sign-Off-Info-Sheets-Assembly-Checklist.pdf
https://staffnet.southernhealth.ca/wp-content/uploads/NEP-Section-I-Policies-Sign-Off-Info-Sheets-Assembly-Checklist.pdf
https://sharedhealthmb.learnflex.net/include/login.asp?url=/users/index.asp
https://home.sharedhealthmb.ca/files/authentication-questions-form.pdf
mailto:servicedesk@sharedhealthmb.ca
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Checklist 
Booked 

Date 
Completed 

New Employee Information  
☐  New Employee Information – Nutrition and Food Services (NFS)   ☐ 

Nutrition and Food Services Specific Training and Education 
☐  Job Training Days (Training/Buddy Checklist provided)   ☐   

☐  Customer Service (Coming Soon)  ☐ 

☐  Diet Compendium – Therapeutic Diets (Presentation Coming Soon)  ☐ 

☐  Diet Orders - Diet Changes | Virtual  ☐ 

☐  Food Handlers Course: 

      www.foodsafetytraining.ca or 

      Work Safety Training | SafeCheck® Canada (safecheck1.com) 

 
 ☐ 

☐  Infection Control (Coming Soon)  ☐ 

☐  Kitchen Safety | Virtual  ☐ 

☐  Modified Textures and Thickened Liquids | Virtual  ☐ 

☐  Portion Control | Virtual  ☐ 

Nutrition and Food Services Specific Resources 

☐  Diet Compendium  ☐ 

☐  Dysphagia Resources  ☐ 

☐  Nutrition and Food Services Policies & Forms  ☐ 

☐  Regional Portion Guidelines  ☐ 

☐  Safe Work Procedures 

      Safe Work Procedure Training Sign-in Sheet 
 
 ☐ 

☐  Service Guideline: 

       Meal Tray Setting Guidelines (Only for facilities that do not use insulated 

        meal trays) 

       Table Setting Guide (Site Specific) 

 

 

☐ 

  

☐ 

 

 

https://staffnet.southernhealth.ca/wp-content/uploads/New-Employee-Information-Nutrition-and-Food-Services.pdf
https://staffnet.southernhealth.ca/diet-orders-diet-changes-virtual/
http://www.foodsafetytraining.ca/
https://www.safecheck1.com/?utm_location=CA&utm_campaign=KD-OO-Branded-Search&utm_term=Safecheck&utm_source=google&utm_medium=cpc&gclid=EAIaIQobChMIhaLTkNf-hgMVnTcIBR3M4Q2sEAAYASAAEgLvXvD_BwE&device=c&keyword=safecheck&gad_source=1
https://staffnet.southernhealth.ca/kitchen-safety-virtual/
https://staffnet.southernhealth.ca/modified-textures-and-thickened-liquids/
https://staffnet.southernhealth.ca/portion-control-virtual/
https://staffnet.southernhealth.ca/programs-services/nutrition-and-food-services/resources/diet-compendium/
https://staffnet.southernhealth.ca/clinical-resources/dysphagia-resources/
https://staffnet.southernhealth.ca/search-policies-and-forms/food-services-policies-forms/
https://staffnet.southernhealth.ca/human-resources/workplace-safety-and-health/safe-work-procedures/
https://staffnet.southernhealth.ca/wp-content/uploads/SWP-Training-Sign-in-Sheet.docx
https://staffnet.southernhealth.ca/wp-content/uploads/Meal-Tray-Setting-Guidelines.pdf
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Additional Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

Completed checklist is placed in employee personnel file. 
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