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1 Introduction 

elcome to the Government of the Northwest Territories! 

Starting a new job is exciting.  It can also be overwhelming with all the new 

information that you will be expected to review.  Completing a formalized 

onboarding program will help to create a smooth adjustment into your new role and 

workplace. It will help to make you more productive, faster and introduces you to the 

formal and informal culture of your new place of employment.  We want to ensure that 

you have the best possible experience while working for us this summer. 

We are excited that you have joined our team and look forward to working with you. 

2 Your First Day 

Your first day of a new job is all about orientating yourself to new surroundings, new 

colleagues and new responsibilities. We have developed a Summer Student Employee 

Checklist which will walk you through important steps you need to complete as a 

GNWT and will help you find basic information needed to excel in your role as a 

summer student. 

On your first day of employment, your manager or supervisor will give you a username 

and password to login to your computer to access the necessary tools for working, such 

as your email and MS teams.  

You will also be given login information for the SAM/HRIS (PeopleSoft) Self-Service system. 

HRIS is an online program available to all GNWT employees and supervisors where they can 

perform a variety of task related human resource functions, including learning and 

development and time entry. In HRIS, you will see a Learning Tile under Employee Self 

Service. This Learning Tile is how you access the Enterprise Learning Management System 

(ELM), which houses all training for GNWT employees.     

When in ELM, you can access the Onboarding Training for Employees course which acts as 

the formalized onboarding program for the GNWT.  The modules within this course will 

provide you with an overview of the GNWT’s onboarding process and assist you with 

transitioning into your new role.  

You will also need to review and sign the Oath or Affirmation of Office and Secrecy and 

complete the Emergency Contact Form as soon as possible, if you have not already done 

W 

https://samhris.gov.nt.ca/psp/ihprod/?cmd=login
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so.  Your supervisor may have these printed off for you when you arrive on your first 

day.  

First Day Checklist 

Check when 
completed 

Actions Suggested Resource 

Welcome and introduction to team members and 
key contacts (work buddy). 

Supervisor 

Tour of workstation, floor, emergency exits Supervisor 

Review workplace guidelines.  This includes, but 
not limited to, working hours, breaks, lunch, staff 
meetings, pay day, reporting lines, approvals, 
network access, etc. 

Supervisor 

Review your new hire package.  This package 
contains important documents and policies you 
need to review and/or complete. 

Supervisor 

Familiarize yourself with your new workstation 
including email and phone set up, computer, faxes, 
printers, etc. 

Supervisor 

Familiarize yourself with the My HR website where 
you can find detailed information about your new 
employer and many of the programs that impact 
you as an employee. 

Supervisor and My HR 

To register for training courses in ELM start by 
logging into SAM/HRIS (PeopleSoft) and clicking 
on the Learning Tile towards the bottom of the 
Employee Self Service page 

Learning Tile/ELM 

Login to SAM/HRIS Self-Service and click on the 
Learning Tile to register for the Onboarding 
Training for Employees course. Take the first 
module, Welcome and Introduction, to learn 
about the Employee Onboarding Program 

Learning Tile/ELM 

Login to SAM/HRIS Self-Service and click on the 
Learning Tile to register for the PeopleSoft Self 
Service online self-study training which provides 
an introduction and instruction on our time 
management system  

Learning Tile/ELM 

Enter your emergency contact information in 
PeopleSoft or HRIS. 

PeopleSoft 

3 Your First Week 

The Onboarding process is continuous, but during the first couple of days you will be 

provided with many of the tools and information to help you become productive. 

https://my.hr.gov.nt.ca/employee-services/new-employee-information/new-hire-package
https://my.hr.gov.nt.ca/
https://my.hr.gov.nt.ca/
https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
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You will also be required to review several important policies and complete different 

online training. The GNWT wide mandatory online Indigenous Cultural Awareness 

and Sensitivity Training modules can be started during this time. The mandatory 

cultural sensitivity training is intended to enhance Indigenous cultural understanding 

and reaffirm the fundamental interest the GNWT places on including Indigenous values 

in program and service design and delivery. 

First Week Checklist 

Check when 
completed 

Actions Suggested Resource 

Through HRIS, navigate to the Learning Tile/ELM 

and complete the Workplace Safety Awareness 
online module 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the Access to Information and Protection of 
Privacy General Awareness online training 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the Information Security Awareness online training 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the Fairness 101: An Introduction to 
Administrative Fairness online training 

Learning Tile/ELM 

Review the following important policies and 
guidelines included in your new hire package: 

• Harassment Free and Respectful Workplace
Policy and Guidelines

• Code of Conduct
• Email Use Policy
• Internet Use Policy
• New Employee Information – Self-Service
• Duty to Accommodate Injury and Disability

Policy
• Duty to Accommodate Guidelines
• Health, Safety and Wellness Policy

My HR 

Navigate to the Learning Tile/ELM and complete 
the second module in the Onboarding Training for 
Employees course, Tell Me About My Employer, to 
learn more about the GNWT and its strategic plan 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the third module in the Onboarding Training for 
Employees course, Employee Services, to learn 
about key information related to your employment 
with the GNWT 

Learning Tile/ELM 

https://my.hr.gov.nt.ca/employee-services/new-employee-information/new-hire-package
https://www.fin.gov.nt.ca/sites/fin/files/resources/guidetoapplyingtheharassmentfreeandrespectfulworkplacepolicy_v4_april_2014.pdf
https://www.fin.gov.nt.ca/sites/fin/files/resources/guidetoapplyingtheharassmentfreeandrespectfulworkplacepolicy_v4_april_2014.pdf
https://www.fin.gov.nt.ca/sites/fin/files/resources/codeofconduct.pdf
https://www.fin.gov.nt.ca/sites/fin/files/e-mail_use.pdf
https://www.fin.gov.nt.ca/sites/fin/files/internet_use.pdf
https://my.hr.gov.nt.ca/employee-services/new-employee-information
https://www.fin.gov.nt.ca/sites/fin/files/resources/duty_to_accommodate_injury_and_disability_2017.pdf
https://www.fin.gov.nt.ca/sites/fin/files/resources/duty_to_accommodate_injury_and_disability_2017.pdf
https://www.fin.gov.nt.ca/sites/fin/files/resources/dta_policy_application_guide_v2_dec_03_20122.pdf
https://www.fin.gov.nt.ca/sites/fin/files/resources/policy-fin-health_safety_and_wellness.pdf
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Familiarize yourself with the Employee Health and 
Well-being resources for assistance on a wide 
range of life’s challenges 

Work Buddy and My HR 

Meet with supervisor at the end of first week to 
ask questions, review any material and keep 
lines of communication open. Remember to ask 
your supervisor/co-workers at any time if you 
have any questions about your work 
environment. Welcome to the GNWT! 

Supervisor 

4 First 30 Days Checklist 

Check when 
completed 

Actions Suggested Resource 

Navigate to the Learning Tile/ELM and complete 
the Indigenous Cultural Awareness and 
Sensitivity Training. 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and register for 
the Diversity and Inclusion in the Workplace 
online training 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and register for 
the Introduction to Psychological Health and 
Safety in the Workplace online training 

Learning Tile/ELM 

Familiarize yourself with Bear Net.  Login to Bear 
Net using your computer username and 
password. 

Bear Net 

Navigate to the Learning Tile/ELM and complete 
the fourth module in the Onboarding Training for 
Employees course Important Policies and 
Programs 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the fifth module in the Onboarding Training for 
Employees course Technology Service Centre 
(TSC) to learn how TSC provides IT related 
services to GNWT employees 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the sixth module in the Onboarding Training for 
Employees course Occupational Health and 
Safety 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the seventh module in the Onboarding Training 
for Employees course, Duty to Accommodate 

Learning Tile/ELM 

Navigate to the Learning Tile/ELM and complete 
the eighth module in the Onboarding Training for 
Employees course, Records Management 

Learning Tile/ELM 

https://my.hr.gov.nt.ca/employees/employee-health-and-well-being
https://my.hr.gov.nt.ca/employees/employee-health-and-well-being
https://bearnet.gov.nt.ca/
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Navigate to the Learning Tile/ELM and complete 
the final module in the Onboarding Training for 
Employees course, Official Languages 

Learning Tile/ELM 

If you are involved in any outside activity such as 
part-time job or volunteer work that may create 
a real or perceived conflict of interest, ask your 
supervisor for more information. 

Supervisor 

5 Important Information 

• If you have any questions or need assistance with ELM, email
training@gov.nt.ca.

• If you require help with a Technology Services Centre (TSC) Service or have a IT
related question, contact the TSC service Desk via phone (867-920-4408) or by
email at TSCServiceDesk@gov.nt.ca.

• The Department of Finance website has detailed information about your new
employer and many of the programs that impact you while you are here.

• If you have any questions throughout your summer employment, please contact
the Student & Youth Recruitment Officer at summerstudent@gov.nt.ca.

mailto:training@gov.nt.ca
mailto:TSCServiceDesk@gov.nt.ca
http://www.fin.gov.nt.ca/
mailto:summerstudent@gov.nt.ca

