



[Date]
[Employee First Name] [Employee Surname]
[Employee Address]

Induction Letter
Dear [Employee First Name],

Welcome to [Company Name]. We are very pleased to have you as part of our team and trust that you will make a great contribution to our success.
The terms and conditions of your employment are contained in your letter of appointment.  You should also read and comply with [Company Name]’s policies and procedures as they relate to your employment. Such policies and procedures do not form part of your contract of employment.
We understand that there is a lot of information to take in on the first day, so we have provided the following details about working at [Company Name] to assist you to settle in as quickly as possible.
Hours of Work
As stated in your letter of appointment, [Company Name]’s business hours are from [Business Hours Start] to [Business Hours End].
Meal Breaks
2.1	[Insert Information Regarding Meal Breaks, i.e. Paid, Unpaid, Time Limit, etc.]	
Pay Day
Pay day is [Pay Day]. Your pay will be deposited into your nominated account at any bank or other acceptable financial institution. You should fill out the attached form to provide your account details.
Emergency Evacuation
[bookmark: FireWarden]The Fire Warden in your area is indicated on the staff notice board. In the case of a fire or other emergency evacuation, you should assemble outside the building/worksite in accordance with the Fire Drill procedure. This procedure is located on the notice board.
Workplace Health and Safety
[Company Name] supports a positive approach to workplace health and safety and is required by law to ensure high standards of workplace health and safety in the workplace. We have a number of workplace health and safety policies which you will be trained in. In addition, your supervisor will instruct you in the specific workplace health and safety requirements of your position. Please refer to the Workplace Health and Safety General Policy and any relevant operating procedures for further information.
[bookmark: OHSManager]Should you incur an injury in the workplace, you must report it to the Occupational Health and Safety Officer.
Equal Employment Opportunity
[Company Name] is an equal opportunity employer. This means that you are expected to take all reasonable steps to prevent discrimination and harassment in the workplace.
Please refer to the Anti-discrimination and Equal Employment Opportunity Policy contained in the policies manual, as it is important that you understand what your rights and responsibilities are in this area.
This document does not form part of your contract of employment.
If you have any further queries, do not hesitate to contact me.

[Salutations for goodbye],
[Company Name] 
[Letter Signatory Name]
[Letter Signatory Position]
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

INDUCTION LETTER

An overview

This Induction Letter Template includes any information necessary to assist the employee in settling in to
the workplace, including information on matters such as hours of work, timing of meal breaks (if
applicable), pay day, leave policies, workplace health and safety, emergency evacuation procedures and
equal employment opportunity. Much of this information will be specific to the workplace.The details
contained in the induction letter should be consistent with the employee's contract of employment, and
any industrial instrument that covers the employee's employment.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





