
[Organisation letterhead]

Employee Induction

	Employee name:
	

	Date of employment:
	

	Job title:
	

	Manager/Supervisor:
	


	Introduction: (explain verbally)
(
Nature, structure and values of the organisation
(
Roles of key people in the organisation (including reporting structure)


	Employment Conditions: (explain verbally)
(
Job description and responsibilities

(
Start and finish times

(
Lunch and other break times

(
Start and finish time recording procedures

(
Leave entitlements and notice periods
(
Notification of absences

(
After hours inquiries and emergency contact procedures

(
Use of organisation property
(
Use of mobile phone/computer/social media 
(
Fair Work Information Statement (provide a copy)


	Organisation Policies/Procedures/Employee Manual: 

(
Provide copy to employee
(
Explain purpose and compliance requirements to employee and if they are required to undertake information session/training in the compliance with policies
(
Confirm employee understanding and acknowledgement of policies




	Payroll: 

(
Rate of pay and allowances

(
Pay period and pay arrangements
(
Employee banking details for payroll

(
ATO employment declaration form

(
Superannuation form



	Work Environment
(
Designated work areas
(
Wash and toilet facilities

(
Meal  facilities

(
Storage of personal belongings
(
First Aid 

(
Car park
(
Building security

(
Non-smoking 




	Health & Safety: (explain verbally and demonstrate)
(
Work Health and Safety policy
(
Information on hazards in the workplace and hazard control

(
Location of fire extinguishers, fire blankets, hose reels, and other safety equipment
(
Incident report procedure

(
Emergency/evacuation procedure




	Training:

(
On the job training in working procedures 
(
Training specific to the operation of equipment

	Supervisor:
	
	Date: 
	

	Manager:
	
	Date: 
	

	Employee
	
	Date: 
	


AFEI Member Template:  Employee Induction Checklist


THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas. 
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