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[Restaurant Name]
New Employee Orientation Acknowledgment Form

Employee Information:
Name: 			___________________________
Position:		___________________________
Start Date: 		___________________________
Supervisor/Manager:	___________________________
I acknowledge that I have received a copy of the [Restaurant Name] Employee Code of Conduct, Health and Safety Guidelines and Company Policies. I understand that it is my responsibility to read and comply with the policies, procedures, and guidelines outlined, including but not limited to:
· Workplace Code of Conduct
· Anti-Bullying, Harassment and Discrimination Policy
· Health and Safety Procedures
· Food Safety and Sanitation Standards [applies to kitchen positions]
· Attendance, dress code and scheduling policies
· Guest Service Expectations
· Process for reporting incidents that fall under the Bullying and Harassment policy
· Process for reporting unsafe or uncertain working conditions
I understand that failure to adhere to workplace policies may result in disciplinary action, up to and including termination of employment. 
Confidentiality:
I agree not to share, copy, or use any confidential information (including but not limited to recipes, cooking methods, supplier contacts, pricing, staff details, training materials and business plans) for personal use or to help anyone else—during or after my employment with the company.
Questions: If I have any questions regarding these policies, I will seek clarification from my supervisor or management.


Acknowledgment 
I understand the policies, procedures, and expectations above, and I agree to comply with them.

Employee Signature: 			___________________________
Date: 					___________________________

Manager/Supervisor Signature: 	___________________________
Date: 					___________________________
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POLICIES & PROCEDURES:
Orientation Acknowledgement

Form - BASIC

Every new restaurant employee should sign an Acknowledgement Form to confirm that
they have read, understood, and agreed to follow the company's key policies and
procedures. This basic version serves as a simple confirmation that the employee has
received and reviewed core expectations, including the workplace Code of Conduct, safety
guidelines, and operational procedures.

For a more comprehensive approach, we also offer a detailed version that provides
additional policy acknowledgments and deeper clarification of workplace standards.
Choosing the right form ensures that employees have a clear understanding of their
responsibilities while aligning with your business’s needs.

Note: Delete this title page and use the following pages as a template for your own policy document.

The items in this Acknowledgement Form are based on the Orientation Checklist available in this toolkit.
When creating a custom version for your restaurant, ensure that the topics covered in the orientation
checklist — completed by managers or leaders during onboarding — align with the Acknowledgement Form
that employees sign. Keeping both documents consistent with your company values helps reinforce
expectations and supports a clear, structured onboarding process.

Note: For compliance with current WorkSafeBC and Worker's Compensation Act Health and Safety
regulations, your company should have at least a basic signed acknowledgement on file for each current
employee. Signing can be either digital or paper. However, we note that asking an employee to sign a paper
document can sometimes be indicative of a more significant commitment to reading and understanding what
is included, as is required in this case.
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