	Name
	

	Position
	


Note: Elements marked in bold to be provided in Pre-employment Pack.
Note: Elements - enter N/A for not applicable otherwise tick [] then date and sign.

	Area
	Element
	Date
	Initial

	Terms and Conditions
Management to ensure employee is fully aware of all Staff Handbook contents prior to signing off on induction.
	
	Letter of Offer*
	
	

	
	
	Position Description*
	
	

	
	
	Staff Handbook
	
	

	
	Other: 
	
	

	Records
	
	Employee Details Form*
	
	

	
	
	Tax Declaration*
	
	

	
	
	Superannuation Details*
	
	

	
	
	Proof of education, training and qualifications*
	
	

	
	
	Property and Equipment Register
	
	

	
	Other:
	
	

	Time Keeping.
	
	Rosters/Work Hours
	
	

	
	
	Time keeping
	
	

	
	
	Planning time off
	
	

	
	
	Reporting absences
	
	

	
	Other:
	
	

	Overview of The Business and Company Policies
Induction Presentation provided at this stage.
	
	History of the Business
	
	

	
	
	Culture and Values
	
	

	
	
	Management Structure
	
	

	
	
	Safety and Cardinal Rules
	
	

	
	
	Quality and Food Safety (HACCP)
	
	

	
	
	Human Resources (Staff Handbook)
	
	

	
	
	How to access Policies
	
	

	
	Other:
	
	




	Overview of WHS Procedures
Location and availability of the WHS Manual and Local Procedures to be clearly communicated.
Specific WHS requirements fulfilled in detail through training plan according to role requirements.

	
	Traffic Management – shared zones
	
	

	
	
	PPE/Uniforms
	
	

	
	
	Manual handling
	
	

	
	
	Electrical safety
	
	

	
	
	Working Permit Systems
	
	

	
	
	Asbestos Register
	
	

	
	
	Safety Data Sheets
	
	

	
	
	Smoking
	
	

	
	
	Chemical safety
	
	

	
	
	Lock Out Tag Out
	
	

	
	
	Noise
	
	

	
	
	Fatigue (shift-work and intake workers)
	
	

	
	
	Site Communication
	
	

	
	
	Hazard, injury and accident reporting
	
	

	
	Other:
	
	

	Emergency Procedures
	
	Who to contact in emergency
	
	

	
	
	First aid
	
	

	
	
	Fire safety equipment
	
	

	
	
	Emergency assembly points
	
	

	
	
	Evacuation procedures
	
	

	
	Other:
	
	

	Plant, Machinery and Equipment
	
	Fixed
	
	

	
	
	Portable 
	
	

	
	
	Mobile (self-propelled)
	
	

	
	
	Traffic Management
	
	

	
	Other:
	
	

	Site tour and general information
	
	Site Map
	
	

	
	
	General tour, identification of hazards
	
	

	
	
	Welfare facilities
	
	

	
	
	Notice Board information 
	
	

	
	
	Important Documents
	
	

	
	Other: 
	
	




	Local People
	
	Staff (their roles, responsibilities) 
	
	

	
	
	Supervisors
	
	

	
	
	Management
	
	

	
	
	Key Contractors
	
	

	
	
	Site Meetings
	
	

	
	Other:
	
	

	Orientation to the job and requirements of the position
Specifics recorded in Skills Matrix
	
	Arrangements for in-depth orientation to each element of the job and relevant procedures and controls
	
	

	
	
	‘Buddy’ Shift/Supervision Plan
	
	

	
	
	Training Plan – role competencies
	
	

	Other:

	

	

	

	

	



	[bookmark: _Toc166915415]Induction overseen by
	

	Period of induction
	from
	
	to
	

	Inductee’s signature
	



Note: Items marked * must be checked and returned to Payroll ASAP.
Note: Induction and Orientation for staff is conducted during probation and concluded with the final probation review (Performance Appraisal).
	
	Induction and Orientation Checklist



Note: Completed record to be forwarded to Payroll to be maintained in Personnel File with a copy of the initial Performance Appraisal i.e. probation review.




[bookmark: _GoBack]General Process Overview

Note some variation is permissible however; the intent of this process must be satisfied as the minimum.
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