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This checklist is to be initiated, and tailored to the work unit and employee's requirements, by the employee's supervisor.
After each step in the checklist is completed, the person responsible for that induction activity should initial and date the checklist.
Completed checklists are to be returned to the work unit's Admin Officer. 
Employee's name: 	
Proposed start date: 		Work unit:  	
BEFORE START DATE

	Induction task
	Person responsible
	Initials & date of Completion

	 	Signed contract received
	HR
	

	 	Phone arranged           
	Ext: ……………………………
	Department Manager
	

	 	Work place and equipment needed issued:
        Stationary, Sticky tape, Dispatch labels, printer,       Printer ink. High visibility uniform.
	Department Manager
	

	 	User name login for computer access arranged
	Department Manager
	

	 	Other: Forklift license record copy,
	Casual employees:  signed copy of contract sent to HR  
		
	
HR	
	
	
	
	


1ST DAY

	Induction task
	Person responsible
	Initials & date of Completion

	 	In-house Fork Lift Competency
	Employee
	

	 	IT access and systems (user name):  
	 computer setup & network access available 
	 access and training arranged for excel, Savy system (dispatching records database)
	Department Manager
	

	 	Security and access: 
	 photo ID  key and building access   telephone directory  complete Online Directory details 
	HR
	





	 	Facilities and services: 
	 mail arrangements  location of toilets  stores and stationery  other facilities (First Aid)
	Department Manager
	

	 	Forms & documents sent to HR:
  Completed forms as required in Step 2 of the employee's induction 
 If applicable:
 	Confidentiality Agreement 
 	Prohibited Employment Declaration
 	Probationary terms & conditions


See original documents  make sure documents show a clear link between any name changes  take copies  note 'Original Sighted' and sign the copies before forwarding them to HR Services
	Department Manager
	



1ST DAY (CONTINUED)

	Induction task
	Person responsible
	Initials & date of Completion

	 	Employment information discussed:
	 Code of Conduct   emergency contacts and procedures 
 Work Unit WHS Induction Checklist completed and Specific WHS requirements Forms, completed if required  chemical safety procedures (where applicable)  notification of absences, including reporting requirements  SCU website resources 
 HR contacts and website
Casual employees: 
 pay calendar  
 pay claims (including that pay claims must be submitted regularly  at the end of each pay cycle)
	HR
	

	· Position:  
 People and relationships  introductions  handover to relivent persons.
 Position description and context of position  probation 
 priority projects/duties   equipment and tools/ PPE equipment.
	HR
	

	 	Onsight tour of time sheets, amenities, work station, muster points, fire exits, first aid station, chemical holding area, SDS, spill kits, fork lift gas cages (empty & full), 
		
		
	Department Manager/ Supervisor/ Leading hand.
	
	
	
	
	



1ST WEEK

	Induction task
	Person responsible
	Initials & date of Completion

	 	Meet with supervisor
	 overview of job performance  Employee's position & induction review  role specific staff contacts and issues  overall progress update
	Supervisor
	

	· Team members tool box meeting:
 Role of employees in a team  Job specific projects for individual team members. 
 Team challenges & deadlines  team communication
	Department Manager
	





	 	Fire Wardens/First aid officers:  
 Introduction to the fire wardens and first aid officers. Discussion of alarm awareness as well as first aid treatment.
	General Manager
	

	  Induction handbook read, signed & completed:
	Employee
	

	 		Week 1 progress report completed. 
	

	
		

	Department manager/ supervisor.


	

	
	
	


	

	
		



1ST MONTH

	Induction task
	Person responsible
	Initials & date of Completion

	 	Book into Induction Workshop
	
	

	 	Are there any uncompleted tasks that need completion?
	Department manager/ Supervisor
	

	 	Meeting with Manager/Superviser:
	 Areas that need further training
	General manager, Department manager, Supervisor
	

	 	Work training, planning and reporting
	HR, Department manager
	

	 	Job performance rating
	Department manager, Supervisor, Leading hand.
	

	   Probation 
		 Is the probation process being followed as per legislation/policies?  
		 Is the probation process still in effect (continuing)?
	HR
	

		Relevant legislations, policies, procedures and delegations:
	
	HR
	

	 	Personal employee related issues
	HR, Department manager, Supervisor
	

	 	Employee employment conitunation
	General Manager, HR, Department Manager, Superviser.
	


Induction complement date: …………………..
Employee's signature: 		Date:	
Supervisor's signature: 		Date:	
Note: The completed checklist is to be returned to the work unit Admin Officer and filed within the work unit.  
[Feb14]
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