Renewable Energy Transition Toolkit

Community Energy Coordinator (CEC) Onboarding
Checklist

PRE-START DATE

Send Welcome Email:
e Include start date, time, location (or virtual meeting link), dress code, and
any necessary documents/forms to be completed.

e Provide an overview of the onboarding schedule.

[J Prepare Workspace (if applicable):
e Set up a desk, computer, phone, and any necessary office supplies.

e Ensure access to relevant software and systems.

[J Create Login Credentials:
e Set up email and any other necessary accounts (e.g., project
management tools, file-sharing platforms).

e Test login credentials to ensure they work before the CEC starts.



[J Prepare Onboarding Materials:
e Gather materials such as project overview, community profiles, relevant
policies, and procedures.
e Prepare a list of key contacts within the community and partner

organizations.

[J Schedule Initial Meetings:
e Set up introductory meetings with key stakeholders, including community
liaisons, the I-AIRE team, and any relevant partners.

e Schedule a one-on-one meeting with the CEC’s direct supervisor.

Day 1

[J Welcome, and Introduction:
e Greet the CEC and provide a brief tour of the office (if in-person) or an
overview of the virtual workspace.

e [ntroduce them to the team and other relevant staff members.

[J Review Onboarding Schedule:

e Go over the planned activities for the first week, including meetings,

training sessions, and tasks.

O Provide an Overview of the Role:
e Review the CEC job description, key responsibilities, and expectations.
e Discuss the importance of the CEC role within the community and the

I-AIRE project.



[J Review Key Documents:
e Provide and discuss the project overview, community profiles, and any
specific project details.
e Review relevant policies and procedures, including confidentiality

agreements and ethical guidelines.

[J Set Up Work Tools:
e Assist the CEC in setting up their email, accessing shared drives, and
familiarizing themselves with any project management tools or software.
e Ensure they have access to all necessary resources, including reports,

templates, and contact lists.

O Introductory Meeting with Supervisor:
e Discuss immediate tasks, short-term goals, and any questions or concerns
the CEC may have.

e Establish a communication plan, including regular check-ins.

Week 1

[J Community and Project Orientation:
e Provide in-depth information about the community’s energy goals,
challenges, and ongoing projects.
e Introduce the CEC to key community members and stakeholders,

including Chief and Council, elders, and other community leaders.



[J Training on Key Systems and Processes:
e Provide training on any tools or systems the CEC will use, such as data
collection tools, communication platforms, and reporting templates.
e Review the process for organizing community meetings, events, and

interviews.

[J Introduce Partnerships and Funding Opportunities:
e Discuss the relationship with Indigenous Clean Energy (ICE) and other
partners.
e Review funding opportunities and explain how to assist the community in

applying for and managing grants.

[J Review Immediate Tasks and Objectives:
e Assign initial tasks related to Stage 1 (Community Energy Assessment)
and Stage 2 (CEC Hiring and Training).

e Set short-term goals and deadlines for these tasks.

(O Schedule Regular Check-Ins:
e Arrange weekly or bi-weekly meetings to discuss progress, provide

feedback, and address any challenges.

Month 1

[J Evaluate Initial Progress:

e Review the CEC’s progress on assigned tasks and provide constructive

feedback.
e Address any challenges and offer additional support or resources if

needed.



[J Community Engagement and Networking:
e Encourage the CEC to continue building relationships within the
community.
e Discuss opportunities for the CEC to attend community events, meetings,

or training sessions.

[J Ongoing Training and Development:
e |dentify any additional training needs and schedule relevant sessions.
e Encourage participation in ICE programs, such as Catalyst 20/20 or

Generation Power.

[J Review Long-Term Goals:
e Discuss the CEC’s role in upcoming stages of the project.

e Establish long-term goals and a roadmap for achieving them.

Months 2-3 Onward

[J Regular Performance Reviews:
e Conduct an INFORMAL performance review at the end of Month 2 or 3 to
assess the CEC’s integration into the role.
e Provide feedback, celebrate successes, and set goals for continued

development.

[J Integration into Broader Projects:
e Gradually involve the CEC in broader project activities and encourage
them to take on more responsibility.
e Continue to support the CEC’s professional development through training,

mentorship, and networking opportunities.



[J Maintain Regular Communication:
e Continue with regular check-ins, ensuring the CEC feels supported and
aligned with project goals.
e Encourage open communication about any challenges, ideas, or

suggestions the CEC may have.

[J Support Professional Growth:
e Identify opportunities for the CEC to grow within their role, such as
attending conferences, participating in workshops, or taking on leadership

roles in specific projects.

[J Foster Community Engagement:
e Encourage the CEC to continue building strong relationships within the
community and actively participate in community events.
e Support the CEC in organizing and leading energy-related initiatives that

align with community goals.
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