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Name:









     

Date:








Position:


















     

Supervisor: 




















PRIOR TO NEW EMPLOYEE ARRIVING

Some activities need to occur before the new employee arrives. Relevant information to support their arrival should be sent to the new employee; and office organisation should occur to ensure that an appropriate workspace is prepared.
	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Provide background information on the organisation – mission, vision, goals, key strategies, annual report, strategic plan, organisational chart
	
	
	

	Provide information on procedures for the first day – including who to ask for on arrival, where to park, dress expectations, and any other information to make the person feel welcome
	
	
	

	Ensure clean, appropriate desk/space is prepared for the new employee – including stationery items, phone, computer.
	
	
	

	Plan the first day and first week for the new employee – including induction procedures, meeting key people, key responsibilities, first work tasks
	
	
	


FIRST DAY:

DAY ONE:

GENERAL

	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Overview of NRM Organisational Chart and Management structure
	
	
	

	Explain and show work environment – 

· desk, computer, phone, 
· printer access, 
· photocopier (including access code), 
· pigeon holes, 
· filing cabinets
· meeting rooms
	
	
	

	Explain general office layout – 

· other offices, 

· reception area, 

· toilets, 

· lunch room, 

· parking for self and for visitors
	
	
	

	Arrange keys/codes to building – including afterhours access
	
	
	

	Explain access to Internet – 

· passwords on computers, 

· log on details, 

· email address
	
	
	

	Security measures within the NRM Office
	
	
	

	Arrange as appropriate - name badge, business cards, mobile phone, work clothes, corporate credit card
	
	
	


DAY ONE:

CONTACTS

	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Introduce employee to co-workers 
	
	
	

	Supply employee with a list of contacts in office, region and other
	
	
	

	Support - who should the employee approach first
	
	
	

	Introduce employee to key regional contacts
	
	
	

	Assign a ‘buddy’ to support the induction – especially with social inclusion
	
	
	


DAY ONE:

HUMAN RESOURCE INFORMATION

	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Ensure administrative forms are understood and completed
	
	
	

	Provide background information to the position and explain expectations
	
	
	

	Contract of Employment Agreement is signed – including agreed hours, times, conditions
	
	
	

	Employment Tax Declaration Form completed - including Tax File Number
	
	
	

	Employee personal information – record card completed 
	
	
	

	Pay arrangement – eg direct debit
	
	
	

	Time sheets + time in lieu
	
	
	


FIRST WEEK:

WEEK ONE:
GENERAL
	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Explain access to stationery supplies
	
	
	

	Explain correct use of organisation name and logo 
	
	
	

	Explain style guide – for email address, reports, memos, letters
	
	
	

	Explain general office procedures – eg mail, vehicle use, reimbursement
	
	
	


WEEK ONE:
HUMAN RESOURCE INFORMATION

	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Leave provisions - sick leave, public holidays, annual leave
	
	
	

	Superannuation - into an approved fund
	
	
	

	Workers Compensation
	
	
	

	Duty Statement  - JDF provided
	
	
	

	Performance Review Structure - 3 month probation, then after 9 months and subsequent 12 monthly
	
	
	

	Generic compliance based training to be organised – 

· senior first aid

· driver training 

· cultural awareness
	
	
	


WEEK ONE:
Policies & PRocedures 
	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Accounting / record keeping procedures
	
	
	

	Reporting responsibilities 
	
	
	

	Code of Conduct - expectations
	
	
	

	Occupational Health and Safety
	
	
	

	Accident / Incident / Hazard reporting
	
	
	

	Roles and Responsibilities – in the organization – including first aid officers
	
	
	

	Training Provisions 
	
	
	

	Mentoring opportunities 
	
	
	

	Equipment - how to operate equipment 
	
	
	

	Finances
	
	
	

	Visitors book - transaction records
	
	
	

	Forms - 
	
	
	

	Emergency and Evacuation procedures
	
	
	


end of MONTH ONE:
GENERAL SUPERVISION 
	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Discuss employee’s perceptions of the first month 

· Does the role meet their expectations?  

· Any specific training needs?  

· Do they have all the correct equipment in working order?
	
	
	

	Work plans are finalised with agreed performance indicators
	
	
	

	General compliance based training has been undertaken or is organised
	
	
	

	Discuss performance expectations – progress during probationary period
	
	
	

	Any other topics
	
	
	


end of MONTH THREE:
GENERAL SUPERVISION 
	INFORMATION
	BY WHOM
	BY WHEN
	COMPLETED

	Discuss performance – based on agreed workplans
	
	
	

	Acknowledge successful completion of probationary period (if appropriate)
	
	
	

	Assess the induction process – obtain feedback for future improvement
	
	
	

	Develop future work plans with agreed performance indicators
	
	
	




PERSONAL DETAILS:
Title (Mr, Mrs, Ms):





Surname:










Other Names:











Address:











Home Telephone:










Mobile:












Date of birth:











Special conditions










Next of Kin:











Contact details:











QUALIFICATIONS:

Year / Institution




Qualification

ADMINISTRATIVE DETAILS:

Bank Account: 










for direct payment of wages













Bank Address:











Tax File Number:










Superannuation Fund:










Membership Number:










Fund Address:










EMPLOYMENT PERIOD
	Date commenced
	Date ceased
	Tax File Number Declaration Form Completed

	
	
	

	
	
	


SALARY PAYABLE & RECORD OF CHANGES

	Date effective
	Rate
	Remarks
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Make a positive and lasting impression with staff members
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