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[Restaurant Name]
New Employee Orientation Acknowledgment
for Managers / Leaders

Employee Name: 	___________________________
Position:		___________________________
Start Date: 		___________________________

I, _________[Full Name]_________, have completed the following steps of my orientation under the supervision of my [Manager/Supervisor] _________[Full Manager/Supervisor Name]_________, 

[Option to list the dates of orientation] These orientation steps took place over the dates ___________________________ to ___________________________, [year]. 

I completed a review of the company basics:	Complete
	Introduction to team members		☐
	Overview of restaurant history, mission, and values		☐
	Tour of the facility including any safety hazards		☐

Human Resources:
	Completed employment paperwork 
		Tax forms		☐
		Direct deposit		☐
		Employment agreement		☐
	Received and reviewed a copy of the employee handbook (if applicable)		☐
	Completed sign up for employee benefits (if applicable)		☐
	Reviewed scheduling process and shift patterns		☐
	Discussed probationary period and performance reviews 		☐
	Filed copies or certificate numbers as required for the position		☐
		FoodSafe, Serving It Right, SuperHost, WHIMIS (List those that apply)

I have reviewed and understand the following policies and procedures: (List those that apply)
	Code of Conduct		☐
	Bullying and Harassment Policy (if separate from Code of Conduct)		☐
	Attendance		☐
	Dress Code/Clothing Standards 	☐
	Process for illness and injury leave (paid and unpaid sick days)		☐
	Cellphone use		☐
	Staff meals or discounts		☐


I have:
	Reviewed my job duties and expectations		☐
	Understood how my role interacts with other positions		☐
	Reviewed the menu and food and beverage offerings		☐
	Learned how to use: 
		POS, reservation system, etc. (List those that apply)		☐
Completed hands on training of key tasks		☐
	Met my mentor or buddy and understand they are willing to support me in 
		my orientation (If you have a mentor program)		☐		Become familiar with [Restaurant Name] customer service standards		☐
	Understood the policy for dealing with difficult customers, complaints and 
		special requests		☐

The health and safety training I received included:
	Health and safety standards for:		☐
		Food handling, sanitation & hygiene practices (List those that apply)
	Emergency procedures including who to call for help		☐
	Overview of workplace safety hazards 		☐
	Safety procedures, including fire safety and first aid		☐	
	The process for reporting injuries or concerns		☐
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.



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 — Manager

After completing the onboarding and orientation process, new employees should be asked
to review and sign an Acknowledgement Form confirming their participation and
understanding of their responsibilities. This signed form serves as documentation of
compliance with statutory requirements — especially for health and safety training — and
reinforces that workplace expectations have been clearly communicated and agreed upon.
Requiring this step helps establish accountability and creates a strong foundation for
employee success.

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

The items we have included in this acknowledgment form are based on the Orientation Check List we also
have available. For your restaurant’s custom form, please make sure that your orientation checklist for
managers/leaders and acknowledgment form for employees align and are consistent with your company
values.

You can have a complete acknowledgement form like this one or a basic one (also available in this toolkit).
We recommend that your custom version acknowledges at least the 2 priority items: Code of Conduct and
Health and Safety.

Note: A copy of the signed document should be included in each employee’s file. 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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