
Part-Time Onboarding Checklist — Shakopee Ice
Arena

Employee Name: _____________________ Start Date: _______________ Supervisor:
_________________________

Pre-Start: Administrative Setup
Task Initials Date
Offer letter signed & returned
Background check completed
Completed HR paperwork (I-9, W-4, direct deposit, etc.)
Review & sign employee handbook and code of conduct
Provide emergency contact info
Uniforms issued (if applicable)
ID badge/access card issued
Payroll system login & timesheet instructions
CPR/First Aid Certification (if not already certified)
De-escalation/conflict management training
ADA awareness/customer service training

Welcome & Orientation
Task Initials Date
Meet Manager, Supervisor and co-workers
Facility tour
Overview of arena schedule
Review job duties and shift expectations

Safety & Emergency Procedures
Task Initials Date
Location and operation of fire alarms, exits, first aid kits, and AED units
Ice safety: staying off ice without proper skates or equipment
Zamboni safety: no unauthorized use, safe distances when resurfacing
Slip/fall prevention — footwear requirements
Emergency action plan (injuries, severe weather, evacuation)



Arena Operations
Task Initials Date
Understanding daily ice schedule
Assisting with ice changeovers (hockey vs. figure skating setups)
How to place and remove nets, benches, dividers
Locker room key checkout procedure
Cleaning between groups (trash, sweeping, sanitizing)
Signage for gender-neutral / designated rooms
Zamboni area traffic flow, timing, and safety zones
Recharging procedures
Ice pit safety — no entry without permission
Equipment layout and safe usage rules
Cleaning and sanitizing
Opening/closing checklist for the area

Front-of-House & Customer Service
Task Initials Date
Greeting patrons and answering common questions
Handling lost and found items
Public skate rentals fitting skates, sizing, and returns
Incident/Accident report procedure for injuries or accidents

Cleaning & Maintenance
Task Initials Date
Daily sweeping/mopping of lobby, hallways, locker rooms
Trash collection and disposal
Wiping down benches, dasher boards, and glass when needed
Restocking restrooms and common areas

Opening & Closing Procedures
Task Initials Date
Unlocking/locking doors and turning on/off lights
Checking ice temperature logs and humidity readings
Ensuring all users have left before locking up
Securing Zambonis and equipment areas



Policies & Conduct
Task Initials Date
Review city/municipal employee handbook
Dress code & personal protective equipment requirements
Code of conduct with patrons, coaches, and officials
Reporting maintenance issues to supervisor

Employee Signature: ___________________________ Date: ___________
Supervisor Signature: _________________________ Date: ___________


