



Induction / Orientation Checklist

	
Employee Full Name: ………………………………………………………………………………
Position: ………………………………………………………………………
Commencement Date:…./..…./…...

	ORIENTATION

	No
	Matters to be covered in Orientation
	Completed

	N/A


	1
	Give the employee their Employment Contract, a copy of the Fair Work Information Statement (available here) and a Role Description (if appropriate)
	 
	 

	2
	Obtain completed Employee contact information form
	 
	 

	3
	Obtain completed Australian Taxation Office Tax File Number Declaration form, salary payment form, superannuation fund form (including Standard Choice form)
	 
	 

	4
	Obtain any other applicable payroll forms
	 
	 

	5
	Discussion about hours of work, training, and other information (e.g. recording time, information technology matters)
	 
	 

	6
	Brief description of the organisation's history, clientele, services offered and organisational structure (including key personnel and contact officers)
	 
	 

	7
	Escorted walk through the premises including: 
(a) introduction to staff;
(b) features such as lunchroom and bathroom facilities;
(c) first aid supplies, emergency equipment;
(d) exits;
(e) evacuation procedures and meeting points;
(f) location of nearest chemist, newsagent, bank, park, food court etc
	 
	 

	8
	Health and safety responsibilities (e.g. demonstrating basic understanding of lifting/moving requirements, and reporting of hazards, near misses and injuries)
	 
	 

	9
	Work appearance/attire (footwear, style of clothes, grooming)
	 
	 

	10
	Explain job description, responsibilities, administration requirements and performance requirements for the employee
	 
	 

	11
	Discuss probation period and any related matters
	 
	 

	12
	Leave arrangements and notification
	 
	 

	13
	Issue any equipment to Employee (e.g. laptop, uniform, security pass, PPE, tools etc)
	 
	 

	14
	Create a written record of employer property issued to the employee
	 
	 

	15
	Equip employee’s work space including issue of access codes and passwords
	 
	 

	16
	Issue policies and procedures, this can be electronic, (including completion of acknowledgement form where applicable) - in particular, ensure that any workplace surveillance and discrimination and harassment policies are provided to the employee
	 
	 

	17
	Equipment training including: computer, phone, facsimile, email, internet, machinery etc
	 
	 

	18
	Discuss complaints procedures
	 
	 

	19
	Assign a mentor or buddy for the employee
	 
	 

	Date Orientation/Induction Satisfactorily Completed:  …./…./….
Title of Person Responsible For Orientation/Induction (e.g HR Officer): 

……………………………………………
 
 Signature: ………………………………………………………………………
 
 Signature Of Employee: ………………………………………………………………………


 
NOTE: A copy of this completed form is to be placed in the Employee’s Personnel file.
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An overview

The Induction Orientation Checklist Template can be used by all organisations. This convenient checklist
is designed to assist in the induction/orientation of new employees. The checklist highlights some of the
key matters to consider on commencement of a new employee such as forms, payroll and what their first
day looks like. The checklist provides a broad list of factors, and may need to be amended to suit your
particular workplace.

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.





