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IWK Health uses an online onboarding platform to  

• confirm information such as your legal name, date of birth, and contact information 

• collect documents such as proof of education and criminal record check results 

• complete tax forms 

• review key IWK policies  

The onboarding module is a series of panels that will collect all the information we need to confirm your 

employment and get you set up in our payroll and scheduling systems. The module will take 

approximately 30 minutes from start to finish. This guide reviews each panel in detail. Each onboarding 

package is customized based on the type of position, so there may be panels that do not apply to you 

and either will not display or can be skipped.  

 

Images and text from the panels within this guide may have been updated since its creation 
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Your New Hire Checklist 
 

Attached to the email with your offer letter (Subject: IWK New Hire Email), you will find a 

checklist that has been created specifically for your new position. It lists all the documentation 

and information required for your onboarding such as proof of education, license/registration, 

and banking information. 

 

Please ensure you review the checklist prior to starting your onboarding. We strongly 

recommend you gather and prepare digital versions of your documents before starting your 

online onboarding module.  

 

The top section lists items that you will need to provide within the online onboarding module. 
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The bottom section lists tasks for you to complete outside of the online onboarding module 

 

Preparing Digital Files 
 

For documents you are accessing online such as a direct deposit form from your bank, we recommend 

downloading the PDF directly from your online banking portal. If the file does not automatically 

download as a PDF, look for the option to save in your browser’s tool bar, or by right-clicking over the 

document. 

 

 
 

We also recommend using Snipping Tool. This tool is on most Windows based computers. Click New and 

outline the item you would like to “snip.”  
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If you have access to a scanner, test scan your first document and make sure the scanner has captured 

the entire document and saves it into a legible file. You may need to wipe a smudge from the glass of 

the scanner, adjust the resolution or change from full colour to greyscale.  

 

You may also take photos of your documents. Please lay the document as flat as possible and take the 

photo as close as you can.  

 

 

Documents must be legible 
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Onboarding Email Notification  
Your onboarding email (Subject: IWK New Hire Onboarding) contains the hyperlink to the online 

onboarding module, as well as a PDF attachment of the forms package required for your Pre-Screening 

Appointment with Occupational Health Safety and Wellness. 

Save this email until you complete your online onboarding module in full. You can start the module and 

come back to finish it later. The system will save your progress and will return you to the step where you 

left off during your previous login. You will need this hyperlink to re-access the onboarding module. 

• Click the ‘To start the Onboarding process click here’ link in the email to access the Onboarding 

module  

 

Example email 

 

Dear WALTER WAFFLES, 

Welcome to IWK Health!  

Congratulations on being offered a position with IWK Health! The next stage in our 
hiring process is Onboarding, which will allow you to complete the paperwork 
associated with your hire. The forms outlined on the New Hire Checklist sent with your 
Letter of Offer have been packaged electronically for you in the Onboarding Module for 
completion. 

To start the Onboarding process click here.  

It is mandatory that you complete Onboarding a minimum of five (5) days prior to your 
start date, so please begin this process promptly.   

In addition to Onboarding, you are required to complete a Pre-Employment Health 
Screening Appointment with Occupational, Health, Safety and Wellness (OHSW) 
within 30 days of your first day of work. This is an important step in the new hire 
process and supports a healthy and safe work environment for you and your 
colleagues. Please see attached the required four (4) page OHSW forms 
package and supplementary information regarding the OHSW requirements. To 
schedule your appointment or ask questions related to the OHSW requirements, please 
call 902-470-7949 or email ohsw@iwk.nshealth.ca. 

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fonboarding17preview.sapsf.com%2FONBPREM%2FApplicantPage.aspx%3FHRDataId%3Dfe581826-0e4e-4e2c-adb1-f56bfb59f4f5%26Account%3DNSHA%26Locale%3Den-US&data=05%7C01%7CSheldon.McCarthy%40iwk.nshealth.ca%7C4224c9732e7a4506772508db0d45f65f%7C8eb23313ce754345a56a297a2412b4db%7C0%7C0%7C638118366515839131%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=E1zStBZN0cyheYCfHuAh7pz8IHsLAAtqyrylKvD1cPg%3D&reserved=0
mailto:ohsw@iwk.nshealth.ca
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If you have questions or concerns on how to complete Onboarding, please contact 
Human Resources at 902-470-8012 or email us at Onboarding@iwk.nshealth.ca. We 
wish you all the best in your new role here at the IWK Health Centre!   

Sincerely,  

IWK Recruitment Team  

Password/Security Question 
After you click on the link in the onboarding email you will see the below screen, asking you to create 

your password and security question. 

IMPORTANT: Make note of your password; you will be prompted to enter your password the end of the 

module. You will also need your password if you are not able to complete your module in a single visit. 

 

Instructions:  

Create and type a password in the Password field.  

Re-enter your password in the Re-Enter Password field.  

Select a security question from the Security Question menu.  

Enter the answer for your security question in the Security Answer field. 
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Onboarding Module Basics 
 

You can navigate to the next panel or go back to a previous panel by using the Back and Next buttons at 

the bottom of each panel. 

 

You can use the Cancel button to leave the module – you will then have the option to close without 

saving, or close with saving (Save and close) 
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The series of panels will ask for you to type text or attach a document. 

There is often instruction or prompts that will give you directions if you have missed a field or need to 

make a correction. 

If you missed a mandatory field, when you try to advance to the next panel, you will receive a prompt 

that looks like the image below to instruct you on what fields need to be corrected. 

 

You cannot move forward to the next panel until all required fields are complete. 

 

Note: when you click Next, if any information is not complete, you will receive an error prompt, 

indicating which information is missing. 
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Where you are required to provide a document, click on the Browse button 

Important: Please check to make sure your files are legible (clear image, in focus, minimal shadows, text 

can be read)  

 

 

Find your document, select the file and press Open 

 

Your file is now selected 

You then need to click Upload 
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You will receive a message to confirm your file was uploaded successfully. Click OK 

 

You will now see a system-generated name for your file under the field 

 

If you need to submit more than one document to a section, select Browse and repeat steps to upload 

additional documents., 
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If you need to delete an uploaded file, click the red X 

 
 

The system will ask for you to confirm if you want to delete this file from your module 
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Welcome to Onboarding 
This first panel provides an explanation of the steps that are part of the Onboarding process. 

• It is encouraged you have all your documentation ready to upload prior to starting onboarding. 

Note: Once started, the onboarding process can be returned to at your convenience. The system will 

save your progress as you complete panels.  

Click Next to continue to the next panel 

 

 

 

If you need additional support, please contact onboarding@iwk.nshealth.ca  
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Panel: Employee Personal Information 
 

 

Please review your Legal First Name and Legal Last Name and make corrections if required. If you have a 

chosen name that is different than your Legal First Name, please complete the Chosen/Preferred Name 

field. 

All other fields are required 
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Panel: Payroll Information 

 

 

Click Browse to find and select the file, followed by Upload to save the file to the module. 

 

Social Insurance Number (SIN): Type the number and attach supporting documentation 

All 9 digits of the number visible, must contain your full name 

Acceptable documents include SIN Card, T4, CRA issued Notice of Assessment, SIN confirmation letter 

from Service Canada 

You can apply for a SIN confirmation letter through Service Canada 

If submitting a T4, Notice of Assessment or other sensitive document, you may wish to redact 

(cover/strikethrough) personal information such as income amounts. 

  

https://www.canada.ca/en/employment-social-development/services/sin/apply.html
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Date of Birth: Select date from calendar and attach supporting documentation 

Click the year and scroll to find your birth year 
 

Acceptable documents include Birth Certificate, Driver’s License, or Passport. 
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Direct Deposit/Banking Information: Type your account number and attach supporting documentation 

 

Note:  The banking information provided here will be considered authorization to use for direct deposit 

All digits must be legible; document must contain your name 

Acceptable documentation: VOID cheque, direct deposit form  

Most financial institutions have an option to download a direct deposit form from their online banking 

portal. 

 

We are not able to accept hand-written banking information unless it is counter-stamped by your bank 
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Panel: Permanent Address 

 

Please enter all the required information in ALL CAPS. 
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Panel: Foreign Nationals Information 
 

Note:  This section applies to Foreign Nationals only  

Canadian Citizens and Permanent Residents can skip to the Next panel 

 

 

Complete text fields and upload applicable documents 

Example: a student would submit Study Permit and Proof of University enrollment 

 

Be sure to scroll to the bottom of the panel to view all of the fields. 
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Panel: TD1 Federal Tax Form 

 

The following panels will guide you through your TD1 Federal Tax Form and your TD1 Nova Scotia Form. 

If you need assistance with completing these tax forms, please contact CRA (Canadian Revenue Agency) 

at 1-800-959-8281. 

 

The fields from these forms are split over several separate panels, which can be confusing. 

You will need to keep track of any amounts you claim in order to enter the total claim amount on line 13 
of each form. We encourage you to view the full forms before, or at the same time, that you complete 
this section. 

Note:  Please visit Canada Revenue Agency Website to view the TD1 Federal form and TD1 Nova 
Scotia form, access worksheets or find additional resources to help complete the form to best reflect 
your personal situation. 

You will have the opportunity to review and edit both of your TD1 forms before you submit your full 
onboarding package. 

Should you require updates to your claim amounts at any time throughout your employment with IWK, 

please submit new forms directly to our Payroll department. 

https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns/td1-forms-pay-received-on-january-1-later/td1.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns/td1-forms-pay-received-on-january-1-later/td1ns.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/td1-personal-tax-credits-returns/td1-forms-pay-received-on-january-1-later/td1ns.html
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The following images are of each panel within the tax form section of the online module 

Again, we highly recommend you visit the CRA website to view each form (front and back) to help you 

complete these fields. 

As you make selections, you may reduce the number of panels that apply to you. 
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If you wish to have additional taxes withheld, please enter a dollar amount of the additional tax you 

would like withheld per pay cheque. 

You can adjust this amount, and all other amounts on your tax forms at any time during your 

employment by submitting revised forms to Payroll. 

 

 

You have now completed your Federal TD1 tax form 

The next panels will be for your Provincial TD1 NS tax form 

Many of the fields are similar to those you completed on the Federal form 

Do read the instructions in detail as the claim amounts may not be the same. 
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Panel: Required Documents 

 

The following pages contain instruction and information on all possible documentation we may 
require for a variety of positions. Please refer to your New Hire Checklist to confirm which documents 
you are required to submit for your specific position. 

Uploaded files must be clear images, in-focus, minimal shadows, legible text 

Proof of Education: diploma, degree, transcript, or letter from an educational institution confirming 
completion of program of study 
If your position has multiple education requirements, upload each document separately. You can add 
multiple documents per field. 

Proof of Registration/Licensure: image of your registration or licensure documentation 

Proof of Certifications: image of CPR, WHMIS, NVCI 

The Heart & Stroke Foundation Basic Life Support is the ONLY BLS supported by the IWK. 
Please speak with your manager or clinical leader if you have not completed BLS through Health & 
Stroke Foundation. 
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Criminal Record Check/Vulnerable Sector Search:  

If you have not received your results, please upload either a picture or screenshot of a payment receipt 

or confirmation of request. This will allow you to continue and complete the module. Your CRC and VSS 

(if required), can be submitted by email to onboarding@iwk.nshealth.ca once received. 

 

mailto:onboarding@iwk.nshealth.ca
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Signed Letter of Offer:  

You must submit ALL pages of the letter of offer 

 

If you are submitting photos of your letter, we ask that you insert all of the photos into a single word or 

PDF document for upload 
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NSNU Portability Form: If you are a current or former member of Nova Scotia Nurses’ Union, please 

click on the text to download the portability form to determine if you may eligible to port any of your 

service and benefits. Your current or former employer will need to complete the portability form.  

If you do not have this form completed at the time of your onboarding, you can submit to 

onboarding@iwk.nshealth.ca within 60 days of your hire date. 

IWK and NSH Portabiltiy Agreement: If you are a former or current employee of Nova Scotia Health, 

click on the text to download the portability form to determine if you may be eligible to port you service 

and benefits. NSH will need to complete the portability form.  

If you do not have this form completed at the time of your onboarding, you can submit to 

onboarding@iwk.nshealth.ca within 60 days of your hire date. 

 

Nursing New Hire Premium Agreement: Click on the text to download a form explaining several pay 

premiums available to nurses. Please complete fields applicable to you and upload to the module. 

 

 

 

mailto:onboarding@iwk.nshealth.ca
mailto:onboarding@iwk.nshealth.ca
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Panel: IWK Foundation Casual Day/Payroll Donation Form 

 

 

OPTIONAL  

Please print, complete and upload the form below if you wish to participate in Casual Day (check with 

your manager if your position allows for participation), or would like to make a bi-weekly donation 

directly from your pay. 

 

Donations to the IWK Foundation directly support priority equipment and fund programs, research and 
new facilities at the IWK.  
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Panel: Child Abuse Registry

 

Required for anyone who currently does or previously has lived in Nova Scotia. 

If you have not already requested, please apply for your Child Abuse Registry check by 

visiting  https://beta.novascotia.ca/apply-child-abuse-register-search. Please note that a valid, 

Government-issued ID such as a health card, driver’s license, passport, or status card are required in 

order to complete the Child Abuse Registry Check process. 

 

Even if your current position is not in direct patient care, there may be times where you will have 

contact with your patient population. Please select YES when prompted “Will you have contact with 

children under age 19 as part of your job or volunteer work?” 

 

Your results will be mailed directly to you in upcoming weeks.  

Please share a copy with onboarding@iwk.nshealth.ca 

 

 

 

  

http://beta.novascotia.ca/apply-child-abuse-register-search
mailto:onboarding@iwk.nshealth.ca
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Panel: Corporate Policies 

 

 

IWK policies that apply to you and your position are presented on this panel.  

You may have a long list or a short list, depending on your position. 

Please click the blue text to review each policy 

 

IMPORTANT! 

In the final steps of this module, you will be asked to sign a form acknowledging that you have reviewed, 

understand and agree to adhere to these policies and procedures. 

You may wish to save these documents for future reference 

 

Tick the box to acknowledge you have reviewed, understand and agree to adhere to the policies 

  



IWK Onboarding Guide 

 

 

 
42 

Review and Approve 

 

You have completed all the fields within the onboardng module. Please review this information to 

ensure it is correct 

To make corrections, click the blue text you wish you edit 

See the example below to edit your primary phone number 
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This will bring you back to the Permanent Address panel  

Edit the field, then click Finish 

 

This will take you back to the review and approve screen 
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Once you are satisfied with the information, click Next to continue 

 

 
Review each panel and click Next to continue 
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Click Finish to move forward with the final steps to sign and submit your information to onboarding 

Click Sign Forms to start the final steps 
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Electronic Signature Step 

 

 

Click the checkbox to agree to the conditions of creating and storing electronic record of the documents 

you are about to sign. 

You will need to enter the password you created the first time you logged into your onboarding 

module to move forward with signing your forms. 

If you have forgotten your password, contact onboarding@iwk.nshealth.ca for password re-set 

This may take up to 3 business days to complete 

 

 

 

Click Submit to continue 

mailto:onboarding@iwk.nshealth.ca
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This is your last chance to make revisions to your personal information and tax forms – please review 

carefully! 

 

The right side of the page lists each form for your review and signature 

The left side of the page displays the current form 

 

To edit the information on the form in view, click Correct Data 
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If the form is correct, click Click to Sign 
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A green checkmark will display next to the title of the form in the left 

The next form for your review will then display in the right panel 

 

 

 

 

Note: Your Pledge of Confidentiality is a two sided form – use the scroll bar to view the second page 
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Thse

 

These corporate policies were provided to you in the onboarding panels (see page 41) 

 

You have digitally signed your onboarding package 

 

If you wish to save or print copies of these forms, click Print Package or use the Save or Print buttons 
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Click the Submit All Documents button to finish your onboarding module 

 

 

You have completed your online onboarding module 

If there are any outstanding documents you still need to submit, please email them directly to 

onboarding@iwk.nshealth.ca 

 

You will now receive a system-generated email to confirm you have completed onboarding and to 

provide information on your next steps of your onboarding and orientation. 

 

mailto:onboarding@iwk.nshealth.ca

