
[bookmark: _Toc411426816]Staff induction checklist 
Things you might include in your induction program for new staff. Modify the template to the needs of your corporation.
	Employee Name:
	Click here to enter text.

	Employment Status:

	☐ Ongoing ☐ Contractor ☐ Other (volunteer / work experience)
	Location:

	

	Commencement Date:

	Click here to enter a date.	End Date:
(If applicable)
	Click here for date
	Supervisor Name:

	Click here to enter text.	Date of Induction:

	Click here to enter a date.
	
	PHASE 1 – Pre-employment - Before Employee Starts
	Responsibility

	
☐
	Contact new staff member either by phone or email and confirm:
· agreed starting date, start time and location of work
· how many days and hours are worked
· who to ask for when they arrive.
	Supervisor

	☐	Speak to the relevant person in your organisation to organise newcomers building access and set up of work station. Fill in all necessary forms to ensure all is prepared when new staff member arrives. Provide the start date & end date, location of work and what IT network access is require, for example: mailboxes, network drives, system applications.
	Supervisor

	☐	Make sure workstation is set up with telephone, (if possible ergonomic) chair and all resources required for the job. Make sure work space is tidy. If additional furniture or equipment is needed, tell the relevant people. 
	Supervisor

	☐	Notify current team members of new staff member, what they will do and when they start.
	Supervisor



[image: ]

[image: ]
2

	
	PHASE 2 – Commencement - Employee’s First Day
	Responsibility

	☐	Arrange for someone, or yourself, to be available to greet new staff member when they arrive. Inform all staff of who will be arriving and who to contact when they arrive.
	Supervisor

	☐	Introduce new staff member to team members and other colleagues. Show them around the building including toilets and kitchen and show them their desk.
	Supervisor

	☐	Ensure all paperwork for starting work has been completed and forwarded to Human Resources Department (HR) or relevant people.
	Supervisor

	☐
	Provide a general face to face overview of the corporation and refer to guidance documents and where they can be found. Provide corporation’s guidance and policy documents which can include: Values and Code of Conduct, Conditions of Engagement, Conflict of Interest, Workplace Diversity, Privacy Principles and WH&S (emergency procedures, fire wardens). Discuss what role the staff member is given and what he/she is supposed to do in their work for the corporation. 
	Supervisor / Employee

	☐	Other important source documents to cover:
· corporation’s current strategic plan
· ICT Systems Policy (if applicable)
· Social Media Policy (if applicable)
· Financial, Administrative and Personnel Delegations Guide (if applicable).
	Supervisor

	☐	Other general items to cover could be:
· What to do when visitors arrive, if / how they can enter the workplace.
· Email – how to set up your signature in Outlook using standard protocols.
· Printer – how to print, scan and copy.
· How to record working hours.
· How to obtain stationary or other required materials.
· Regular meetings and events, when and where they take place.
	Supervisor

	
	PHASE 3 – On-the-Job Instructions (Week 1 & 2)
	Responsibility

	☐
	Supervisors are responsible to make sure that constructive feedback and support is provided to all staff of their team through individual discussions on a regular basis.
Provide detailed on-the-job discussions, these should include:
· specific job responsibilities / tasks and timelines
· a Performance Management Plan
· [bookmark: _GoBack]giving informal feedback.

	Supervisor

	
	PHASE 4 – Follow up (Week 3 & 4)
	Responsibility

	☐	Schedule regular meetings with staff member and provide feedback on progress to date.
	Supervisor / Employee

	☐	Discuss and identify staff member’s work priorities, what they need to learn and develop, supervisors expectations to make sure they meet the corporate goals and outcomes etc.
	Supervisor

	☐	Book short-term probationary review (if applicable).
	Supervisor

	*** Final Step ***

	☐	I confirm that all the required induction phases of this document have been completed.
Employee name: Click here to enter text.   Employee signature: ..………              Date:    /       /
Supervisor name: Click here to enter text.  Supervisor signature:………..             Date:    /      / 

	☐	When complete scan and email to: HR team email or relevant person’s email
	Supervisor 
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