
New-hire Orientation

Nishnawbe-Aski Legal 
Services Corporation 



Welcome to the 
Nishnawbe-Aski Legal Services Corporation

Team!



Agenda
 Introduction 

 Hub Office Locations

 Organizational Chart

 Map of NALSC Service Area

 NALSC Programs and Services 

 On Your First Day

 Setting Up Your Email / Office 365/ 

Teams

 Training – HR Downloads 

 Payroll & Benefits

 HR Policy Manual

 Employment Standards Act 

 Statutory Holidays 

 New Hire Forms 

 HRIS Training  



Introduction

Your orientation will be done by our Human 
Resources Department. If you have any questions, 
please let us know.

Let's get started!



Hub Office Locations
Fort William First Nation - 
Head Office
678 City Rd.,
Fort Willian First Nation, ON
P7J 1K3

Thunder Bay
101 Syndicate Ave N
Thunder Bay, ON
P7C 3V4

Sioux Lookout
56 Front Street,
Sioux Lookout, ON
P8T 1A3

Timmins
119 Pine Street South - Suite 210
Timmins, ON
P4N 2K3

Kenora
308 Second Street South, Suite 14
Kenora, ON
P9N 1G4

Red Lake 
Red Lake, ON
P9N 1G4 





1. Aroland First Nation

2. Attawapiskat First Nation

3. Bearskin Lake First Nation

4. Beaverhouse First Nation

5. Brunswick House First Nation

6. Cat Lake First Nation

7. Chapleau Cree First Nation

8. Chapleau Ojibwe First Nation

9. Constance Lake First Nation

10. Deer Lake First Nation

11. Eabametoong First Nation

12. Flying Post First Nation

13. Fort Albany First Nation

14. Fort Severn First Nation

15. Ginoogaming First Nation

16. Hornepayne First Nation

17. Kasabonika Lake First Nation

34. North Caribou Lake First Nation

35. North Spirit Lake First Nation

36. Pikangikum First Nation

37. Poplar Hill First Nation

38. Sachigo Lake First Nation

39. Sandy Lake First Nation

40. Slate Falls First Nation

41. Taykwatagamou Nation

42. Wahgoshig First Nation

43. Wapekeka First Nation

44. Wawakapewin First Nation

45. Webequie First Nation

46. Weenusk First Nation

47. Whitewater Lake First Nation

48. Wunnumin Lake First Nation

49. Kitchenumaykoosibinninuwug

18. Kashechewan First Nation

19. Keewaywin First Nation

20. Kingfisher Lake First Nation

21. Koocheching First Nation

22. Lac Seul First Nation

23. Long Lake #58 First Nation

24. Macdowell Lake First Nation

25. Marten Falls First Nation

26. Matchewan First Nation

27. Matttagami First Nation

28. Mishkeegogamang First Nation

29. Missanabie Cree First Nation

30. Mocreebec Council of the Cree Nation

31. Moose Cree First Nation

32. Muskrat Dam First Nation

33. Neskantaga First Nation



NALSC Programs & Services
► Legal Aid
► Gladue Program
► Restorative Justice 

Program
► Pre-Charge Diversion
► Community Youth 

Intervention
► Talking Together Program

► Guns & Gangs
► Victim Witness Program
► Public Legal Education
► By Law Program
► Community Learning HUB

► Indigenous Bail Verification Program

► Release and Reintegration



On your First Day

 Signed Employment Agreement

 TD1 ON

 TD1 Federal

 TD1 IN (Status Exempt)

 Copy of Banking Information

 Copy of Status Card (if applicable)

 Copy of Driver's License

 Copy of S.I.N

 Policy Acknowledgement Form - Signed

 Confidentiality Form - Signed

We will need:



On your First Day (Cont.)

 A copy of NALSC HR Policy Manual

 An email address assigned to you

 Training on Office 365 and how to access Teams

 Health Benefits Application (FT, PT, or Temp)

 How to access HR Downloads (H & S Training)

 Pension Application (full time only)

 A copy of the organizational chart

 A copy of the staff directory

 A copy of all pay periods

You will receive:



Setting Up Your Email / Office 365
After receiving your email, you can login to 
outlook (App or Web browser) to setup office 
365.
Setting up Email:
1. Open Outlook.
2. At the Welcome screen, click Next.
3. When asked if you want to set up Outlook to 
connect to an email account, select Yes and then 
click Next.
4. The Auto Account Setup wizard opens. Enter 
your name, your email address using your 
nanlegal@nanlegeal.on.ca email, and your NAN 
Legal password. Then, click Next

mailto:nanlegal@nanlegeal.on.ca


Setting Up Your Email / Office 365 (Cont.)

5. Outlook will complete the setup for your account, 
which might take several minutes. When you are 
notified that your account was successfully configured, 
click Finish.

6. You may need to restart Outlook for the changes to 
take effect.

7. Now you can view your email, calendar and 
contacts

Stanford University, https://uit.stanford.edu/service/office365/configure/outlook_window; How 
to Configure Outlook for Windows for Office 365 (2020). 



Setting Up Teams 
1.  Go to Start 
2.  Click Microsoft Teams App

3. Sign in with your Microsoft 365 Username and 
Password 

Setting up a Teams Meeting
 
1. In Outlook – click on Calendar and choose which 

day you want to have the meeting 
2.  Double Click on the day you chose 
3. Select “Teams Meeting”
4. Where it says “Required” type in name or email of 

the person(s) you are wanting to have a Teams 
Meeting with 

5.  Click “Send” once finished



HR Downloads Access and Password Reset

On your first day you will be given access to your Health and Safety Training through HR 
Downloads.

You will be assigned your mandatory health and safety training.

You will be receiving and email to your NALSC employee email from HR Downloads prompting 
you to create your HR Downloads profile.

If you have any issues accessing your training, please contact Human Resources for support.  

HR Downloads



Payroll
Pay period is every 2 weeks. 

Pay day is on every second Thursday following the end of the 
pay period.

Timesheets are to be submitted to your manager on Thursday 
at the end of each pay period. A pay period calendar will be 
provided.



Accessing Your Paystubs 



Benefits
After successfully completing the probationary period, all new employee are 
eligible for benefits. Benefit applications are filled out during your first week.
 
WP Financial: Our insurance broker is WP Financial. WP can assist new 
employees in filling out benefit applications. 

Health Benefits: Our Health Benefits are through CINUP and are fully covered 
by NALSC. 

Pension: Our Pension is through Great West Life (GWL) and is mandatory for 
all staff and must be submitted before 3-month probation period. 



HR Policy Manual
When revisions are made to the HR Policy Manual, the 
revised manuals will be distributed by email to All Staff.
All Staff receive a copy of the policy manual to review and 
must sign a policy acceptance form  
You will have received a copy in with your orientation 
package



Statutory Holidays
Statutory holidays are paid holidays for permanent full-time and permanent part-time employees



Employment Standards 
in Ontario



How to Complete Tax Forms 



Important Contacts
IT
Claudio Morison
cmorson@nanlegal.on.ca
Phone: 807-628-5586

Travel Coordinator
Rachel Catroppa 
rcatroppa@nanlegal.on.ca
Phone: 807- 627-7698 

Human Resources Department 
Colette Shwetz
Director of Human Resources 
cshwetz@nanlegal.on.ca
Phone: 807-633-8158

TBD
HRIS/Training Coordinator 

Liberty Gorman
HR - Recruitment Coordinator 
lgorman@nanlegal.on.ca
Phone: 807-633-0529

Kurtis Kannus
HR Assistant
kkannus@nanlegal.on.ca
Phone: 807-620-0294

Finance Department 
Joshua Swearengen
Director of Finance
jswearengen@nanlegal.on.ca

Joanne Cheechoo
Finance Manager
jcheechoo@nanlegal.on.ca
Phone: 807-766-7087

Tracey Coultis
Accounts Payable Officer
tcoultis@nanlegal.on.ca
Phone: 807-620-9199

Nicole Mineau
Payroll Officer 
nmineau@nanlegal.on.ca
Phone: 807-620-7247

mailto:cmorson@nanlegal.on.ca
mailto:cnowegijick@nanlegal.on.ca
mailto:cshwetz@nanlegal.on.ca
mailto:lgorman@nanlegal.on.ca
mailto:kkannus@nanlegal.on.ca
mailto:jswearengen@nanlegal.on.ca
mailto:jcheechoo@nanlegal.on.ca
mailto:tcoultis@nanlegal.on.ca
mailto:nmineau@nanlegal.on.ca


During this orientation you will be provided with a step-by-step guide 
on how to access and utilize the employee information system. This 
includes important routine processes that all staff are required to 
complete, including:

1. Bi-Weekly Timesheet

2. Request for Leave

3. Check Requisition

4. Travel Advance/Claim

HRIS (Employee Information System)
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