
Advice and guidance to help you prepare for, start, and 
continue working.

Succeed in 
Work Pack
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Whether it’s your dream job, your first job, or something in between, we are so proud of your amazing 
accomplishment!

You have your job offer, now what?

Starting a new job is an exciting time, but it can also feel overwhelming.

From arranging childcare, sorting through your 
onboarding plan, or figuring out what equipment or 
work attire you’ll need for your first day, preparing to 
start work can feel like a daunting task.

Our team is here not only to help you navigate 
getting to your first day of work, but also supporting 
you in keeping your new job for the next 12 months!

Not sure what type of support is available to you or 
how to get started?

Review your ‘Start of Your Work Journey’ or Contact 
your Employment Consultant directly for assistance.

Congratulations on Finding a Job

HELLO ,  I  AM  YOUR 
EMPLOYMENT  CONSULTANT

* Please save my contact information
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Start of Your Work Journey

5. Start Work!
Your big day is here! Thanks to all the planning you've done with your Employment Consultant, you're ready
to make a great first impression. Take a moment to celebrate this milestone - you've earned it!

6. Job Retention Support Starts
As a valued client, we're committed to supporting your long-term success in your new role. Your
Employment Consultant will schedule regular check-ins over the next 12 months to ensure you have the
guidance and resources you need to overcome any challenges and thrive at work.

7. Months 1, 3 & 6 Check-Ins
Your Employment Consultant will reach out by phone, email, or text to confirm your continued employment
status and offer support as needed.

8.

1. Job Offer Received
Congratulations on your amazing achievement! Let us help guide you on your employment journey.

2. Complete Your Start Work Checklist
Get started on your 'Start Work Checklist' on page 4. This checklist will help you feel prepared for your first
day and show the ways your Employment Consultant can support you along the way.

3. Tell Your Employment Consultant
Let your Employment Consultant know you've found a job! They'll be thrilled to celebrate your success and
can help with practical supports like transit passes or protective equipment for your first day.

4. Share Checklist with Your Employment Consultant
Once you've completed your Start Work Checklist, your Employment Consultant will work with you to make
sure you have everything you need for a successful first day, such as new work boots or help with
onboarding paperwork.

Your Employment Consultant will need proof of your employment, such as a pay stub or a letter from your 
employer before they can provide financial assistance.!

Job Retention Support Continued
Your employment journey can have ups and downs, and that's okay. If your role isn't the right fit, or your 

new job has ended, contact your Employment Consultant as soon as possible.
During retention support, you still have access to our services - just like before you were employed. This 

includes workshops, one-on-one appointments with your Employment Consultant, and employer events. 

We're here to help you succeed.

9. Your 12 Month Anniversary & Final Check-In!
You've made it! Your Employment Consultant will reach out for one final check-in to celebrate your success,
confirm your employment, and share any last-minute tips to help you continue thriving in your career.
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Start Work Checklist
I Need 

Assistance
Not 

Applicable
No Help 
Needed

Have you informed your Employment Consultant about 
your new job offer?

Your Employment Consultant has resources to help you succeed in 
your new job, but they need to know about your situation to  
assist you.

Do you require clothing or personal protective equipment 
(PPE) for your new role?

Do you need Business Attire or PPE including Respiratory 
Protective Equipment, Eye & Face Protection, Head Protection, 
Harness Protective Footwear, Sun and Heat Protection etc.

Have you planned how you'll get to work?

What time do you need to leave home? Do you need to make 
any special arrangements to get to work? Do you need any 
financial support to cover travel expenses like a gas card or 
transit pass?

It is best to complete a practice run before your first day. Always 
plan to arrive at work 15 minutes before your start time and 30 
minutes early on your first day.
Do you need any workplace accommodations related to a 
disability?

Do you require any Assistive Technology, physical or ergonomic 
supports, communication supports like a sign language 
interpreter, reader, or ongoing personal support like job 
coaching to succeed at work?
Have you arranged childcare for your work schedule?

Will your children attend daycare or school? Will a family 
member or friend provide childcare? Childcare can be difficult 
to find. Make a plan as early as you can to ensure your children 
are in proper care while you are at work.

Have you completed your personal budget and reviewed 
your potential benefits?

See page 8 for additional resources on budgeting and 
benefits.
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Start Work Checklist
I Need 

Assistance
Not 

Applicable
No Help 
Needed

If you are receiving Ontario Works or Ontario Disability 
Support program benefits, have you con-tacted your 
caseworker to update them about your new job?

It is important to update your caseworker as your new 
employment could impact your benefits. It is best to let them 
know so that you understand the impacts early.
Have you reviewed your onboarding plan to make sure 
you’re ready for your first day?

Has an onboarding plan been provided to you by the employer? 
If so, review before your first day so you know what to expect.

Have you had a chance to finish your onboarding paper-
work and submit all required documents?

Ensure that any requested paperwork is complete and ready for 
your employer on your first day.

Now that you’ve completed your ‘Start Work Checklist’, we encourage you to schedule an appointment 
with your Employment Consultant. Together, you can review any areas of concern and develop a 
proactive plan to ensure you have the resources and support needed for a successful first day of work.
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Why is my Employment Consultant asking for proof of Employment?

Your Employment Consultant requests proof of employment for several important reasons:

• To celebrate your achievement
Securing a job is a big milestone! Your consultant wants to acknowledge and celebrate this success
with you.

• To ensure you have the right type of support
Knowing your employment details helps your consultant identify financial supports or resources, such
as transportation assistance or work clothing, that you may benefit from before starting your new
job.

• To review your job offer and employment contract details
Your Employment Consultant will guide you through your offer letter or contract, explain key terms
and conditions, and ensure you fully understand your employment details.

• To set you up for success
By confirming your employment, your consultant can help you prepare for your first day and support
you throughout your first year of work, making sure your career progresses in the direction you want.

• To meet program requirements
Employment confirmation is how we demonstrate the success of our employment service programs
and ensure they continue to receive funding to support more people like you in achieving their goals

What information can I provide to prove my Employment?

Please provide one of the following documents to your Employment Consultant to verify your 
employment or any change in working hours:

• Offer letter or email from your new employer, must include your name and start date.

• Initial pay stub.

• Pay stub showing a change in hours if you have received additional hours from your current employer.

• If you’re unable to provide any of these documents, please contact your Employment Consultant for
assistance.

What is Personal Protective Equipment (PPE)?

PPE (personal protective equipment) is equipment that will protect the user against health or safety risks 
at work. It can include items such as safety helmets, gloves, eye protection, high-visibility clothing, safety 
footwear, and safety harnesses. It also includes respiratory protective equipment (RPE).

Frequently Asked Questions
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What should I wear on first day of work?

What to wear to work, unless you have a uniform, can often be a guessing game. Most companies will 
have a Dress Code so ask for a copy of this to help you get your work wear right.

You may be told that the company operates on a Business Casual work wear policy. 

What is Business Casual?

It means that you do not need to wear a suit and tie. Consider using clean and presentable pants, well-
maintained or presentable shoes.

Each work environment is different, so always check what is acceptable for your role and organization.

Things to Avoid:

• Scruffy or unclean, mismatched clothes

• Heavily branded clothes, especially logos and printed bad language.

• Wearing rubber boots, flip-flops, party wear, or beach wear (unless appropriate to your
work environment)

• Showing too much skin

My new job requires PPE (personal protective equipment) or business work wear on the first 
day, am I eligible for financial support to cover these costs?

Yes, you may be eligible for financial support such as assistance with PPE or work attire. Contact your
Employment Consultant as soon as possible so they can review your eligibility and arrange support  
before your first day. 

My new job requires banking information for onboarding, but I don't have a bank account. 
How can I open one?

Here are two steps to open a free bank account:

• Obtain proof of identity and address.

• Apply online to open a bank account, or visit a bank in person to complete an application.

To open a bank account, the bank must be able to confirm your identity through proper identification. You 
must provide original ID, not photocopies. Check each bank for their own proof of identity requirements.

Frequently Asked Questions
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What tools or resources would you recommend to help me create a personal budget and 
better understand my benefits?

Understanding your finances and planning a budget can make your return to work more sustainable.

• Check your Ontario Works (OW) or Ontario Disability Support Program (ODSP) benefits: Log
into MyBenefits to see what in-work benefits you may be eligible for.

• Estimate your take-home pay: Use the Take Home Pay Calculator to work out how much tax 
you’ll pay.

• Need help budgeting? Ask your Employment Consultant for support or try the online tool
like Making a Budget.

Remember: Going back to work doesn’t mean giving up all your benefits, some may continue, and others 
may become available once you’re employed, such as: Ontario Works | Childcare | Mortgage Deferrals.

For more information access:
Working and earning while on Ontario Works | ontario.ca
Financial Support for Child Care | ontario.ca
Mortgage deferrals - Canada.ca

How do I introduce myself at my new job?

Learn how to confidently introduce yourself at a new job. The video below covers what to say, what to 
avoid, tips for reducing awkwardness, and strategies for making a great first impression - even if you’re 
nervous.
Link: https://www.youtube.com/watch?v=rHO7rtreqyc 

What should be my focus during the first week at my new job?

Starting a new job can feel like a rollercoaster - full of highs and lows. You’ve landed the job, and day one 
is here! This article shares key tips to help you focus during your first week.

Article Link: https://eoworks.ca/jobseekers/resource/day-one-week-one-in-a-new-job-what-you-need-to-
know-and-do/#article-day-one-week-one-in-a-new-job-what-you-need-to-know-and-do

Frequently Asked Questions
i If you require identification, speak to your Employment Consultant who can assist you.

BIRTH CERTIFICATE  

If you require a birth 
certificate, visit Get or 
replace an Ontario birth 
certificate | ontario.ca 

PASSPORT  

If you require a passport, 
visit Canadian passports 
and other travel 
documents: Applying in
Canada - Canada.ca

DRIVER’S LICENCE  

If you require a new or 
replacement Driver’s License, 
you can apply for an Ontario 
Driving License via Driver’s 
license | ontario.ca

https://mybenefits.mcss.gov.on.ca/auth/login
https://salaryaftertax.com/ca/salary-calculator
https://www.canada.ca/en/financial-consumer-agency/services/make-budget.html
https://www.ontario.ca/page/working-and-earning-while-ontario-works
https://www.ontario.ca/page/child-care-subsidies
https://www.canada.ca/en/financial-consumer-agency/services/mortgages/mortgage-deferrals.html
https://www.ontario.ca/page/working-and-earning-while-ontario-works
https://www.ontario.ca/page/child-care-subsidies
https://www.canada.ca/en/financial-consumer-agency/services/mortgages/mortgage-deferrals.html
https://www.youtube.com/watch?v=rHO7rtreqyc
https://eoworks.ca/jobseekers/resource/day-one-week-one-in-a-new-job-what-you-need-to-know-and-do/#article-day-one-week-one-in-a-new-job-what-you-need-to-know-and-do
https://eoworks.ca/jobseekers/resource/day-one-week-one-in-a-new-job-what-you-need-to-know-and-do/#article-day-one-week-one-in-a-new-job-what-you-need-to-know-and-do
https://www.ontario.ca/page/get-or-replace-ontario-birth-certificate
https://www.ontario.ca/page/get-or-replace-ontario-birth-certificate
https://www.ontario.ca/page/get-or-replace-ontario-birth-certificate
https://www.canada.ca/en/immigration-refugees-citizenship/services/canadian-passports.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/canadian-passports.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/canadian-passports.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/canadian-passports.html
https://www.ontario.ca/page/drivers-licence
https://www.ontario.ca/page/drivers-licence
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What's Next
As mentioned on ‘Starting Work Journey,’ your Employment Consultant will schedule check-ins to offer
guidance and support, helping you maintain your employment. Here is a list of your scheduled check-ins.

Remember, you don’t need a scheduled check-in to contact your Employment Consultant. If you need 
support at any point in your journey, just reach out.  

Together, we’ll make sure you succeed in your new career!

Contact Us
The Employment Ontario team and your Employment Consultant are here to support you as you 
prepare to start work. Please refer to your Employment Consultant’s contact information provided on 
page 2 should you require assistance. 

Month 1 – Check-In Date:

Month 3 – Check-In Date:

Month 6 – Check-In Date:

Month 12 – Check-In Date:
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