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[bookmark: _GoBack]PURPOSE

The [Name of House] wants to ensure that new staff members are, at commencement, well informed about the House’s background, purpose and philosophy, and the policies, procedures and operational requirements of the workplace.  In addition, new staff members need information on their responsibilities and duties to be able to settle in quickly, and contribute to the work of the House.

The purpose of this policy is to guide the Management Committee, existing employees and volunteers in inducting and supporting new staff members to be an effective and valued manager and leader of the team. 

This policy applies to the Management Committee, House employees and volunteers.  


POLICY

The [Name of House] Management Committee will ensure that new staff members a provided with a timely, formal induction and orientation to the House as an organisation, to the workplace in which they will operate, to their duties and their delegated authority and responsibilities.


PROCEDURE

Prepare a general induction kit that addresses the matters relevant to all new staff and volunteers, irrespective of role and position.  Include an induction checklist in the kit.

Prepare an induction program tailored to meet the specific needs of the role of a new staff member.  A Sample checklist has been included at Appendix A.

Begin the induction program when the new staff member starts and not later than two days after commencement.

Provide the new staff member with the induction kit on the first day of commencement.

In addition to the induction program, assign an existing staff member to mentor the new staff member and assist and support them for the first two weeks of their employment.

Complete all items on the induction checklist within one month of the commencement of the new staff member.

Prepare and provide the new staff member with a checklist of key matters relating to their position, including any key timelines and summary details of meeting, operational and reporting requirements.




APPENDIX A

NEW EMPLOYEE SAMPLE INDUCTION CHECKLIST:


Employee Name:
				--------------------------------------------------

Date of Induction:
				--------------------------------------------------

Name of person conducting Induction:
							---------------------------


	Issue
	Employee Initial

	Employee forms – payroll information, personal details, tax form, superannuation 
	

	Introduction to employees
	

	Tour of workplace including evacuation procedures and assembly points. 
	

	Workplace Health and Safety policy and site/job specific details
	

	Hazard Reporting form 
	

	Employee Code of Conduct
	

	Brief history of the organisation
	

	Vision and Values, and Corporate Plan  
	

	Board
	

	Departments and sections – what they do 
	

	Staff roles and responsibilities – roles of other employees
	

	Dress code 
	

	Computer Access
	

	Name Tag
	

	Staff Parking 
	

	Food and Drink facilities
	

	Vehicles and Fuel
	

	Telephone system
	

	Email and computer access and use
	

	Payroll information – pay dates 
	

	Time sheets
	

	Sign In 
	

	Stationery and Equipment
	

	Staff Benefits
	

	Workplace Discrimination 
	

	Volunteers 
	

	Copy of relevant Award/Agreement and explanation of terms and conditions therein.  
	





ADOPTION AND REVISION HISTORY

Include policy versions, approvals, review dates etc. here.





The Management Committee of [Name of House] adopted this policy on

_________________

	

	
	

	Signature
	
	Signature

	

	
	

	Print name
	
	Print name

	

	
	

	Position
	
	Position
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Pre-Start Tasks

	ITEM
	PREPARATION REQUIRED
	DONE?
YES/NO
	DATE

	Desk
	Desk and drawers clear and clean
	
	

	Computer
	Email set up
All necessary log-ins recorded
Old/superseded files deleted
Computer desktop clear
House email contacts list available
Staff email contacts list available
	
	

	Chair
	Suitable and in good repair
	
	

	Telephone
	Clean and connected
Extension details updated
House phone contacts list available
	
	

	Identification
	Business cards order process arranged
Name badge order process arranged
	
	

	Stationery
	Essentials provided
	
	



Commencement Tasks

	ITEM
	INFORMATION TO COVER
	DONE?
YES/NO
	DATE

	Organisational Overview
	The Organisation, history & current issues
The local community context
Role of the Management Committee
The Strategic Framework (DHHS)
The House strategic plan
Recent newsletters
Services and activities
Key organisational and reporting timelines
The constitution
Organisation chart
	
	

	Policies
	Key policies
Policy manual
	
	

	Position
	Personal File created
Contract and terms of employment
Position description
Confidentiality
Code of ethics
Probation
Hours of work
Time sheets
Pay arrangements
	
	

	Meet the team
	Staff and their roles
Volunteers and their roles
	
	

	Work environment
	Tour of premises
Emergency procedures
Emergency exit key
Office access key
Security and Safety
Office nightly shut down
	
	

	Office procedures
	Mail
Petty cash
Phone system
Computer use
Travel
Record keeping
	
	

	Peak Body – Neighbourhood Houses Tasmania
	Role of Peak Body
Board of NHT
Executive Officer
Newsletter
Management Committee Handbook
Resources Toolbox
Web site
Email contacts
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