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	Task
	Instructions
	Done

	Before Your First Day

Mandatory
	Canada Revenue/ Personal Tax Credit Return
	Submit tax forms by fax to 1.888.908.7265 or send to payrolladmin.ahs@albertahealthservices.ca
· TD1 2016 Personal Tax Credit Return – Federal 

· 
TD1 2016 Personal Tax Credit Return - Provincial 

See  guideline to complete tax forms  for instructions
	

	
	Communicable Disease Assessment (CDA) 


	· Submit CDA form

· Arrange your health assessment

See specific zone instructions 
	

	
	Orientation
	· Complete  Part One – Orientation
· Print certificate of completion and provide to your manager
	

	
	Criminal record check  
	· Provide original to your manager
	

	
	Vulnerable Sector Search 
	· Provide original to your manager, if required
	

	
	Confidentiality Agreement
	· Provide signed Confidentiality & User Agreement to your manager
	

	
	Diploma and/or Degree –Education Allowance
	· Provide copy to your manager for education allowance. Applies to AUPE- Auxiliary Nursing, HSAA-Technical and UNA employee groups
Specifics can be found in your Collective Agreement 
	

	
	Certificate, Licence and  Professional Membership
	· Provide your manager proof of education (diploma or degree) 

· Provide your manager proof of licence and/or registration Applies to regulated health professions under the Alberta Health Professions Act and Health Disciplines Act and other professions governed by Alberta government acts, college or regulatory body requirements

· Provide your manager proof of BLS-HCP, if required
	

	
	Work Permit
	· Provide to your manager
	

	

	Once you have your employee number
	ID Badge and Access Card
	· Complete ID Badge/Access Request form
· Get form signed by your manager 
· Apply at your local office
	

	
	Enrol in Benefits 
	· Review information and enrolment instructions for your employee group
	

	
	Orientation
	· Attend Union Orientation, if required
· Complete  Part Two – Orientation Passport – available through MyLearningLink
	

	
	Recognition of Previous Experience
	· Complete form 

· Send form to your former employer(s) for completion

· Send form to HR for processing
	

	
	Conflict of Interest Declaration
	· Read the  AHS Conflict of Interest Bylaw
· Complete, sign and submit Conflict of Interest Declaration - Available on Insite (AHS Intranet)
	

	
	Direct Deposit Information 
	· Set up your deposit information in e-People. See instructions 
	

	
	Policies
	· Read AHS Code of Conduct
	

	
	Parking
	· Fill out the Parking Application form
· Send it to your local parking office
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Detailed information is available on the New Employee page at www.albertahealthservices.ca/newemployee

