
We train employees  
for Day One and beyond,  
so you don’t have to.

AdvantaStaff will help you get 
the staff to meet needs and 
ensure employees are ready to 
go when they walk onto your 
production floor. 

Once placed on an assignment, 
employees receive AdvantaStaff 
First Day Training to help avoid 
as many surprises as possible, 
boost job commitment, decrease 
turnover, increase productivity, 
and better control costs.

Let’s talk about what we can do 
for your workforce, together. 

Contact AdvantaStaff

AdvantaStaff.com
804-414-1560

NEW EMPLOYEE ORIENTATION & TRAINING CHECKLIST

Our New Employee Orientation and Training Checklist is customized to 
include details that are relevant to a specific customer and staffing position(s). 
Below are some of the topics the employees assigned to your organization 
might find on this Checklist:

☐  Introduction to AdvantaStaff 

☐  Presentation of AdvantaStaff benefits plan information, discussion, 
and preliminary enrollment

☐  General safety rules and regulations awareness 

☐  Covid-19 guidelines and procedures

☐  Introduction to your company, including a review of common 
terminology, components and overall responsibilities 

☐  Discussion of your industry, culture, products, etc. 

☐  An understanding of your specific safety protocols which may differ 
by warehouse and/or production floor location

☐  Review of job description, dress code, timekeeping, shifts and 
schedules, and security 

☐  Site/facility overview with added information as needed, like 
breakroom facilities

☐  Your policies, including timekeeping procedures

https://advantastaff.com


Specialized Training 
Depending on the role they’re moving into, a more 
general First Day Training may suffice, or your 
employees may need more involved training. Using 
a skilled-based assessment and our own industrial 
space to mimic the environment they’ll be working in, 
we can provide clients with highly qualified instruction 
including:

Manufacturing and Warehouse processes  
including material handling and packing 

Forklift operations 

Diversity training 

Training for employees whose first language  
isn’t English 

Need A Larger Scale Training?
Size doesn’t really matter when it comes to training. 
We can ready as many people as you need, as quickly 
as you need them. Larger organizations often partner 
with us to train groups of employees. These sessions 
tend to be specialized and they often go beyond what’s 
normally delivered in First Day Training.
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You support a whole company; we support you. AdvantaStaff is the region’s 
premier resource for qualified short and long-term staffing – and direct hire 
recruitment – for distribution, manufacturing and light industrial businesses 
throughout central Virginia. We service the cities of Richmond, Petersburg 
and Colonial Heights as well as Hanover, Henrico, Chesterfield, Dinwiddie and 
Prince George counties.
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AdvantaStaff may meet an 
employee at your facility to 
ensure a smooth first day 
start. This may include helping 
them through security and 
introducing them to their 
supervisor. Even during COVID, 
we’re continuing this handoff, 
just with the appropriate precautions, including 
masking and proper social distancing. 

FIRST DAY INTRODUCTIONS
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