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STAFF INDUCTION CHECK LIST

Employee’s name:


Position:


Date commencing employment: 


Check List
Forms to collect from the employee

1.
Certified Copy of Qualifications
�
Yes 
�
No

2.
Duplicate copy of Letter of Appointment signed
�
Yes 
�
No

Forms that need to be given to new staff member to complete

1.
Bank Account Details Form
�
Yes 
�
No

2.
Staff Emergency Contract Details
�
Yes 
�
No

Staff Orientation

1.
Tour through workplace
�
Yes 
�
No

2.
Introduction to all staff
�
Yes 
�
No

3.
Provide copy of Staff Manual


�
Yes 
�
No

4.
Outline content of:

(a)
Fire Drill/Emergency Evacuation Policy
�
Yes 
�
No

(b)
Anti-Discrimination Policy
�
Yes 
�
No

(c)
Sexual Harassment Policy
�
Yes 
�
No

(d)
Workplace Health and Safety Policy 
�
Yes 
�
No

(e)
Email/Internet Policy
�
Yes 
�
No

(f)
Discrimination and Harassment Complaints Procedure
�
Yes 
�
No

(g)
Grievance Procedure
�
Yes 
�
No
Date:   


Employer’s Signature: 

Note:  This check list is to be kept on the personnel file of the employee.
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