SUPERVISOR’S INDUCTION CHECKLIST

This checklist is designed to help supervisors in providing adequate information to new staff. Supervisors should inform new staff of conditions and requirements specific to their particular branch/unit/location and provide new starters with a broad overview of the organisation and the conditions under which they are employed.

This is not an exhaustive list. There may be other things you want to add but most should apply to your organisation.

Once you have adapted it to your needs, save a copy and print it out so you can tick the boxes next to the items you think you might need for your organisation. This will give you a list of things that you should include in a new worker’s induction process.

	Name:
	

	Division/Club/

Business:
	

	Commencement Date:
	

	Term (if Temporary):
	

	Position:
	

	Manager/ Supervisor:
	


	1.   AT LEAST 3 DAYS BEFORE employee’s start date:

	Check the following questions to make sure you are able to provide for the new worker on the day they start. This may involve discussions with management to check on policies, human resources and payroll to check on procedures and co- workers to check they are available to help out with induction.

	Is there any special equipment needed for this new worker?

	Think about: 

	Ensuring desk and computer setup is appropriate
	· 

	Ordering a mobile phone (if applicable)
	· 

	Ordering business cards (if applicable)
	· 

	Ordering name tags or uniforms (if applicable)
	· 

	Is there a computer system they will need access to?
	· 

	· If so, do you need to advise someone about getting them access to:
	· 

	· email distribution groups
	· 

	· Any computer systems they need access to
	· 

	· Any networks they need access to network a (eg. file share access)
	· 

	Any alarms/ security passes
	· 

	Telephone extension numbers
	· 

	Arrange name badge, uniform, keys
	· 

	

	2.    on the first morning of work:

	Welcome to the organisation

	Who you are
	· 

	What your organisation does
	· 

	What your program does
	· 

	Who your program is funded by
	· 

	Who the person is accountable to (who their boss is)
	· 

	Position description
	· 

	Internal phone directory
	· 

	Local workplace information:

	· How building security works
	· 

	· Explain working hours in Branch/location 
	· 

	· Explain meal breaks (including tea and lunch breaks)
	· 

	· Explain any rules about files or records
	· 

	· Resource directory (eg. facilities, services in the local area)
	· 

	
	· 

	Complete new worker details & forward to your human resources/ payroll worker, including:

	Personal details
	· 

	Tax declaration
	· 

	Bank details
	· 

	Has someone actually seen any documentation/qualifications the worker claims to have?
	· 

	Birth certificate
	· 

	Change of name/marriage certificate
	· 

	Residency status (ie: is this person an Australian citizen? If not, do they have a work visa?)
	· 

	Written confirmation of appointment: Do they understand if they are employed for a probationary period (eg: 6 months subject to satisfactory conduct and services or as a volunteer)
	· 

	LOCAL WORKPLACE INFORMATION 

	Show employee how to access computers (if applicable to position)
(
	· 

	Show employee around workplace (bathroom locations etc.) & introduce to other staff
(
	· 

	Show location and operation of necessary equipment eg. fax, photocopier, etc
(
	· 

	Employee services information

	What we do/Who to contact
(
	· 

	Payroll Procedures
	· 

	· When/if the staff member will be paid?
(
	· 

	· How do they notify of change of address, bank account details? 
	· 

	· How do they apply for leave
	· 

	· What deductions can be made direct from their pay? (eg. private health insurance, union/social club fees etc.)
(
	· 

	· How is superannuation organised?
(
	· 

	· How does staff resign?
(
	· 

	· Sick leave entitlements (see award and your agency/       business policy)
	· 

	· Annual leave entitlements (see award and your agency/ business policy)
	· 

	· Extra allowances, if applicable, such as Maternity/parental leave, military leave, leave without pay etc
	· 

	· Flexi time (if available)
	· 

	Child protection


	Explain agency policies and procedures and legal responsibilities
	· 

	Ensure that all child protection policies have been followed and forms signed.
	· 

	OCCUPATIONAL HEALTH AND SAFETY POLICY AND PROCESSES

	First Aid Attendant – who it is, location of first aid equipment, evacuation procedures
(
	· 

	Workers Compensation – Injury Reporting Procedures
(
	· 

	Non-Smoking Policy
(
	· 

	Ensure worker knows evacuation policy and processes
	· 

	
	· 

	EMPLOYEE ASSISTANCE SCHEME

	Handout brochure and contact details
(
	· 

	workplace relations

	Grievance Handling procedures (provide copy of Policy)
(
	· 

	Harassment & Bullying (provide copy of Policy)
(
	· 

	EEO (Equal Employment Opportunities)

	EEO and related Policies
(
	· 

	Ethnic Affairs Policies  (Provide copy)
(
	· 

	· 3. Within one week of starting:

	Make sure new worker has received any code of conduct and child protection acknowledgements, and that these have been returned to Human Resources/ management committee
	· 

	Introduction to manager/director
	· 

	Forward this checklist, to go in staff member’s file
	· 


I have ensured the worker has received everything as indicated above.

Supervisor’s signature:


Supervisor’s name:
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