Orientation Checklist                                                                       
Provincial Agencies, Boards, and Commissions
The purpose of this guide is to provide agencies, boards, and commissions (ABCs) with an overview of how an orientation program might be structured. The guide is not intended to be prescriptive and should be adapted to meet the needs of an ABC and its members.  
WHY
Onboarding new appointees ensures a consistent experience for all incoming board members, helps them to understand their roles, responsibilities, the work of the board and how meetings are run, and what formal policies and practices exist. A strong orientation helps to ensure that the transition is as smooth as possible for new appointees.  
WHO
Within an ABC, the orientation process is usually overseen by the board and may be supported by the CEO or staff within the organization. It is during the orientation process that new members are often asked to sign a Letter of Commitment (separate template provided). 
WHAT
It is important not to overwhelm new members with too much information. The following topics are recommended to be covered during the orientation process, but these items should be reviewed for relevance and applicability to an ABC. 
Checklist of Key Documents	
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☐ Letter of Commitment 
☐ Code of Conduct
☐ Organizational chart
☐ Board by-laws, policies, and procedures
☐ Board calendar
☐ Business plan and/or strategic plan
☐ Annual accountability report 

☒ Contact list for the board and senior staff
☐ Past meeting agendas and minutes 
☐ Remuneration and expense forms
☐ TD1 and TD1NS tax forms (note: if an appointee’s tax situation changes, new forms should be submitted)
☐ CEO job description if applicable
☐ List of relevant government legislation and policies


Key Orientation Topics 
1. 
2. Mission, values and history of the ABC
3. Code of Conduct and board culture 
4. Strategic priorities of government and how they relate to those of the ABC 
5. Legislated duties and responsibilities of the ABC
6. Board meeting procedures
7. Roles and responsibilities of board committees
8. Overview of allowable expenses

9. Financial management and the role of the board (if any) in business planning and budget processes
10. Summary of programs and services, outcomes, and performance indicators
11. CEO and senior staff roles and human resource practices
12. Overview of key partners and relationships with interested parties (e.g., funders, government, service providers, clients)
Before the first meeting 
New board members should be provided with a copy of the board orientation documents, including the minutes of the last two board meetings. The chair should meet with the incoming board member(s) to better understand their skills, attributes, and competencies. Additionally, the chair should discuss the Letter of Commitment, including the time commitment required of members and expectations regarding meeting attendance.  
If applicable, the CEO should walk the new member(s) through an end-to-end sample experience of a member of the public. For example, if it is a museum or art gallery, walk the board member through a typical museum or gallery experience. It is important that board members understand how goods or services are delivered to the public and how outcomes are monitored and realized.  
At the first meeting
Introduce the new member to the board, the chair of their committee (if applicable), and any staff members supporting the board. The new member should typically be assigned a board buddy (an existing board member) who answers any questions they have and provides context to them in their new role.  
After 6-months
Ask the new board member(s) about their longer-term goals on the board, what skills are they hoping to develop, what committees would they like to join, and do they have leadership aspirations? This is an important component of board orientation that supports board development.
Monitoring and evaluation
Boards should continuously seek to strengthen their onboarding process. They should follow-up with new appointees to seek feedback on the process and/or include an assessment of the onboarding process in their annual board evaluation. 
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