EMPLOYMENT INDUCTION CHECKLISTTEMPLATE: RUN PT 16
JULY 2020

FOR LANDCARE GROUPS


EMPLOYEE INDUCTION CHECKLIST
	Employee’s name:
	

	Employee’s position:
	

	Commencement date:
	



PRIOR TO COMMENCEMENT
Provide employee with letter of engagement						
Provide details of start date, time & location						
Prepare workstation and equipment supplies						
Prepare list of first day duties								
Prepare Induction Kit including required forms and copies of policies			
RECEPTION / INTRODUCTION 
Complete employee letter of engagement						
Employee Details form completed							
Tax File Number declaration completed						
Banking details completed 								
Superannuation Choice form completed						
Employee Emergency Contact Details Form completed					
Provide copy of Fair Work Statement							
Obtain copy of any relevant licences and vehicle insurance				
Outline company structure, functions, etc.						
Explain supervisory structure and reporting requirements				
Explain where the employee fits into organisation					
Outline job description and responsibilities						
Indicate standards of behaviour and performance expected				
Introduce to staff / colleagues								
Provide opportunity for questions and feedback					
FAMILIARISATION
Conduct site tour indicating danger areas, etc.						
Location of canteen, toilets, first-aid, etc.						
Entrance and exits to be used								
Noticeboard, telephones, etc.								
Provide opportunity for questions and feedback					
SAFETY AND EMERGENCY PROCEDURES
Explain company safety policies and procedures					
Provide copy of WHS Policy								
Explain and issue protective clothing							
Explain emergency evacuation procedure						
Explain first-aid and medical facilities							
Identify any dangerous processes or substances					
Explain accident reports and Workers Compensation					
Provide opportunity for questions and feedback					
CONDITIONS OF EMPLOYMENT
Confirm wage / salary for employee							
Confirm time / method of payment & distribution of payslips				
Identify any awards or agreements that apply						
Explain meal breaks and facilities							
Explain procedures for notifying absences from work					
Discuss conduct and uniform / dress requirements					
Confirm start / finish times and overtime arrangements				
Explain periods of notice required							
Explain various forms of leave including leave-loading					
Explain the company’s disciplinary policy and procedure				
Provide opportunity for questions and feedback					

DECLARATION
	Manager / supervisor:
	
	Signature:
	
	Date:
	

	Employee:
	
	Signature:
	
	Date:
	








2



