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EMPLOYEE INDUCTION KIT CONTENTS

ORGANISATION
· A current organisational chart listing the current committee and staff roles
· Strategic Plan and /or Action/Implementation Plan
· Organisation’s introductory information, website address, etc.
· Map of Landcare framework in Australia
· Copies of any marketing materials, brochures, etc.
· Copy of the organisation’s policy and procedures
· Committee names and contact details

POSITION
· Copy of the employee’s job description
· Position description, milestones and outputs
· Employment Agreement including employment term, conditions, rate of pay etc.
· Reporting format for Landcare Network
· Reporting format for any relevant external funding providers
· Any handover notes or files from previous position holders

WORKPLACE
· Security access
· Workplace Health & Safety Policy
· Names of First Aid Officer(s), location(s) of First Aid Kits, evacuation procedures, incident reporting, etc.
· Staff names and contact details

OPERATIONAL
· Set up employee’s email address and password
· Established log-in for database or other systems, including NSW Landcare Gateway
· Purchase and ordering procedure, payment procedure, use of business credit cards (if relevant)
· Delegated Authority


2





