Induction checklist (Example)

This example is developed from an induction checklist from www.acas.org.uk.  You should add or remove items to make the list relevant to you.  

New starters can also have a copy of this list – this enables them to follow what is happening and will act as a reminder of anything missed or that needs particular attention. It should be the responsibility of both the employer and the new starter to ensure that all relevant items are properly covered during the induction period.

Name ..................................……………………………………………………………

Starting date ................................…………………………………………………….

	Personnel documentation and checks completed

	· Tax file number

	· Superannuation details

	· Evidence of Residency or right to work

	· Licenses and qualifications 

	· Medical Insurance details

	· Bank details (if needed for payment of salary/wages)

	· Emergency contact details

	Terms and conditions of employment explained

	· Contract of employment or letter of confirmation issued and signed 

	· Award identified and described

	· Probationary period 

	· Hours of work and work breaks 

	· Clocking on/flexi time procedures

	· Pay and Payment procedures

	· Holidays and sick leave entitlements and procedures

	· Other leave

	· Trade union membership

	· Reviewing work performance and counseling

	· Grievance and disciplinary procedures

	· Termination procedures

	Occupational Health and safety

	· Awareness of hazards

	· Safety rules 

	· Emergency procedures 

	· Location of exits

	· Clear gangways, exits

	· Dangerous substances or processes

	· Reporting of accidents

	· Reporting of hazards

	· First aid

	· Personal and workplace hygiene

	· Identified introductory training courses on OH&S

	Regulatory Procedures

	· Handling Chemical – Chemcert training required?

	· Training in Quality Assurance procedures required?


Induction checklist - continued

	Introduction to the farm

	· Who’s who

	· History

	· Produce, harvests, annual farm cycle of activities and markets

	· Future plans and developments

	· Promotion and pay reviews 

	Welfare and employee benefits/facilities

	· Social / sport facilities

	· Transport off of farm

	· Living quarters, meals and facilities

	· Organised social activities

	· Access to internet, TV and media

	· Protective clothing supply, laundry, replacement

	· Policy/procedures to prevent bullying and harassment

	· Medical services 

	Farm rules

	· Smoking policy

	· General behaviour/dress code

	· Telephone calls 

	· Canteen/meal breaks and facilities

	· Cloakroom/toilets/lockers

	The job 

	· Introduction to manager/supervisor

	· Introduction to other staff

	· Tour of farm

	· Requirements of new job

	· Allocation of jobs and communication processes

	· Standards expected

	· Areas of training identified

	· Supervision requirements outlined


