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Introduction
[name of organisation] is committed to inducting all new employees, volunteers and contractors into the Organisation, in order to ensure that they have a smooth integration into their role and become operationally competent. 

Induction programs which are well planned, conducted and evaluated will enable new employees to learn about the Organisation, its culture and the requirements of their role. 
Purpose
This document has been developed to assist Managers with ensuring that new employees, volunteers and contractors have a smooth transition into the organisation and their roles. 
Authorisation

<<Position>>

[name of organisation]  
Policy


This Policy applies to employees responsible for conducting Inductions, within [name of organisation].  

All employees, (including contractors, casuals, volunteers and temporary staff) will be 
inducted into [name of organisation] .
Definitions



New employees refers to both recruits to the Company (including contractors, casuals, volunteers and temporary staff), and staff transfers and promotions.

Responsibilities
It is the responsibility of Management to ensure that:

· an Induction Co-ordinator is assigned who will be responsible for arranging the induction of new employees;
· all new employees participate in an induction program.
           It is the responsibility of the Induction Co-ordinator to ensure that:

· the induction program is kept up to date with relevant information;
· the quality of the induction process is maintained.
           It is the responsibility of the Human Resources Department to ensure that:

· the Induction Co-ordinator is notified of  any new starters.

Procedure
Before the Induction Commences

An Induction Co-ordinator at each workplace will be responsible for the induction of 
new employees to the Organisation.  

The Induction Co-ordinator must ensure the induction program is kept up to date with 
current workplace-specific information and insert updates as they are issued by the Human 
Resources Department.

If appropriate, the Induction Co-ordinator must tailor the induction program for workplace-
specific needs.
Conducting the Induction
The Induction Co-ordinator must schedule all new employees to attend an Induction on their first day of employment, nominating the area where the induction will be conducted and ensuring all necessary resources are available (eg. enough chairs, video player, overhead projector, refreshments, etc.).  

In cases where a new employee cannot be inducted by the Induction Co-ordinator (eg. 
night shift), the Induction Co-ordinator must arrange for an appropriate Manager or 
Supervisor to carry out the task.

An appropriate amount of time and expenditure should be used to ensure the 
communication of required information, such as Occupational Health & Safety 
requirements, duties to be undertaken, dealing with customers, physical layout of the 
site, etc.  This will ensure that employees can work safely and represent the Company 
effectively.

The Induction Co-ordinator should tailor the induction program to suit the needs of the 
employee(s) being inducted and provide the appropriate information to the new 
employee(s).
The Induction Co-ordinator should assign a “mentor” who will help induct the new employee during the first two weeks of employment.  The mentor should provide support, give advice on matters arising, answer questions informally, give practical tips, introduce staff, be involved in giving feedback, etc.

The Induction Co-ordinator is responsible for following up the employee’s induction during 
the first week and month as indicated on the Induction Checklist (see Appendix A).

The Induction Co-ordinator should work through an Induction Checklist for each new employee, ticking each item as it is addressed and crossing out those items not applicable.  They should ensure that the new employee and the appropriate Manager sign the Induction Checklist on completion.

Follow Up


The Induction Co-ordinator should ensure that each employee completes an Induction Evaluation within three weeks of completing the Induction and forward this to the Human Resources Department.
Attachments

Appendix A
Recruitment Induction Checklist

Appendix A
RECRUITMENT INDUCTION CHECKLIST
Employee Name: _________________________________ Date of Commencement: _______________


Position: _______________________________________________________________________________

Employment Type:   Full-Time (    Part-Time (    Volunteer (    Contractor (
(tick appropriate box)
1. WELCOME NEW EMPLOYEES

Welcome new starter to the Organisation.

Provide copies of:

· Employee Handbook

· Occupational Health and Safety Policy

2. INTRODUCTION

Provide an overview of the Organisation, including: 

· Size

· Organisational structure

· Number of Employees

· Services provided

· Introduce employee 

3. PROVIDE INFORMATION ABOUT CONDITIONS OF EMPLOYMENT

· Position description

· Relationship of job to other jobs within the Organisation

· Leave entitlements

· Remuneration and Superannuation

· Professional image

· Training and development

· Organisational policies 

Including:
Equal employment opportunity



Harassment




Code of conduct




Grievance procedures

· Worker’s Compensation

4. OCCUPATIONAL HEALTH AND SAFETY OVERVIEW

· Occupational Health And Safety Policy

· Safe work practices and rules

· Manual Handling

· General housekeeping

Fire Safety: 
· Explain and/or demonstrate the fire warning system

· Fire evacuation procedures

· Assembly point for evacuation

· Types and locations of fire extinguishers

· Fire wardens

Injury and Incident Reporting:
· Process for reporting injury, incidents or hazards

· Location of first aid facilities

· First aid and occupational health and safety representatives

5. PUT NEW EMPLOYEES AT EASE WITH THEIR NEW ENVIRONMENT

Conduct office tour, including:
· Toilets

· Tea room/canteen

· First aid facilities

· Car Parking

· Noticeboards

Overview of local area:
· Local shops/facilities

· Public transport 

Introduce new employee to:

· Managers and Supervisors

· Employees

· Occupational health and safety representatives

· First Aiders

· Fire Wardens

6.0
ASSIGN A MENTOR FOR THE NEXT TWO/THREE WEEKS:

· Mentor name _________________________________________________

· Distribute Induction Evaluation for the employee to complete within three weeks

7.0 CONFIRMATION OF COMPLETED INDUCTION
Employee Name: ____________________________________________

Employee Signature: _________________________________________

Date: ______________________________________________________

Manager/Supervisor Name___________________________________

Manager/Supervisor Signature: _______________________________

Date: ______________________________________________________

NEW STARTER PROCEDURE





Document Number:	<<insert number>>			Version: 1


Date of Issue:	 	<<insert date>>		  	Contact: <<contact details>>








DISCLAIMER: While all care has been taken in the preparation of this material, no responsibility is accepted by the author(s) or Our Community, its staff or volunteers, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information only. It is not intended to be relied upon or be a substitute for legal or other professional advice. No responsibility can be accepted by the author(s) or Our Community for any known or unknown consequences that may result from reliance on any information provided in this publication.
Page 2 of 6

