Subject:  Important Next Steps for Your Student Employment at Fleming
Hi [Student Name],
Congratulations again on your new position! Here’s what to expect next:
1. Your Offer Letter
You will soon receive an email from DocuSign with your offer letter and important employment documents. Please review and sign your offer within 5 business days; otherwise, it will expire.
2. Onboarding Documents (if you are new or returning after 6+ months)
After signing your offer, you’ll get a second DocuSign email asking you to complete onboarding forms.
These must be finished before you start working and include:
· Employee Personal Data Form
· Federal and Provincial Tax Forms (TD1 and TD1-ON)
· Banking Information (you will have to upload a void cheque or direct deposit form)
· Proof of Eligibility to Work in Canada (if your SIN starts with a “9”, you will have to upload a copy of your work permit and proof of your social insurance number)
Important: You cannot start working until all forms are submitted.  If you have any questions, just let me know — I’m happy to help!
Welcome to Fleming!
