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TERMS AND CONDITIONS FOR USE

This document (the Enterprise Care Product) contains information which is proprietary and valuable to Enterprise Care Pty Ltd (“Enterprise Care”) and is intended for disclosure to, and internal use only by, the organisation whose name and address have been recorded by Enterprise Care at time of purchase as being entitled to be the Licensee of the Enterprise Care Product (“the Licensee”). 

It is a condition of supply and use of this Enterprise Care Product that the Licensee agrees to the following: 

1. Sharing – The Licensee can copy, distribute, display and use the Enterprise Care Product for internal organisational purposes solely and must make known at all time the proprietary nature of the Enterprise Care Product and these conditions as to use. 

2. Use - The Licensee may rely on internal resources to use the Enterprise Care Product. However it is a condition of the Licence that written permission of Enterprise Care must first be obtained should any person other than an employee of the Licensee be sought to use the Product. Enterprise Care may at its sole discretion not grant permission for external persons to access and use the product. 

3. Attribution – The Licensee must at all times and for each use of the Enterprise Care Product, including derivative works, attribute to Enterprise Care as follows – “This is an Enterprise Care Product. The copyright is owned by Enterprise Care and the Licensee has a limited licence to use the Enterprise Care Product only for the Licensee’s internal organisational needs. No rights of use are given to any other organisation. © Enterprise Care Pty Ltd.” 

4. Derivative Works – The Licensee may only alter, transform or build upon this work for use internally and provided at all times the Attribution in 3 above is clearly recorded on the Derivative Works. 

5. Non commercial - The Licensee may not use this work for commercial purposes. 

6. Non publication – The Licensee is not entitled to publish the Enterprise Care Product on their website or any external publication or medium. The Product is strictly for the internal use of the Licensee only. 

Additional rights may be sought in writing and are subject to Enterprise Care’s prior written consent.

	Disclaimer


The information contained in the ePublication is provided on the basis that neither Enterprise Care nor its consultants

· are providing legal or other professional advice. No person should act solely on the basis of material contained in this ePublication. Expert advice should be obtained before applying information in this ePublication to particular circumstances, or

· are in any way responsible for any loss or liability by anyone acting on the basis of information in this ePublication or for any error in or omission from it.
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SUPERVISOR’S AND NEW EMPLOYEE’S ACTIONS
	Induction Activity – Day One
	Date Completed
	Person Responsible
	Comments

	Sign on
Finalise relevant documentation (e.g. Tax Form) for HR

Arrange access details and security to be signed for


	.....................
.....................
	
	

	Workstation
Organise computer, phone, desk, chair, stationary

Check that workstation is ergonomic

	.....................

.....................
	
	

	Communication
Demonstrate use to telephone, voicemail

Notify colleagues of employee’s details

Establish e-mail address

Introduce to IT support program

Advise on external/internal mail process, stationery supplies

	.....................

.....................

.....................

.....................

.....................
	
	

	Site Details
Show location of emergency exits and assembly point, emergency information and procedures, emergency equipment, e.g. first aid, accident and incident report forms.

Non-smoking workplace
Show location of light switches, toilets, personal lockers, canteen, food outlets, banks, post office
Explain parking arrangements

	.....................

.....................

.....................

.....................
	
	

	Working Conditions
Explain: start and finish times, tea and lunch breaks, flexi-time, pay days, annual leave, study leave, leave generally and visitors/contractors procedures

Provide contact details of people who are significant to the employee

Introduce colleagues

If organisation is reasonably complex, consider having a “buddy” for employee’s first month
	......................

......................

......................

......................
	
	


SUPERVISOR’S AND NEW EMPLOYEE’S ACTIONS

	Induction Activity – Week One
	Date Completed
	Person Responsible
	Comments

	Environmental, Health and Safety and Security 
Explain Environmental, Health and Safety and Security policies and procedures 
Explain confidentiality and security standards and its applicability for employees
Explain hazard, incident and illness reporting procedures including how to make a WorkCover claim
Explain issue resolution procedures
Introduce key environment and safety persons, e.g. employee representative, safety officer, person responsible for  first aid, fire and or floor warden
Emergency


	.....................

.....................
.....................
.....................
.....................

.....................
	
	

	Check that organisation’s Health and Safety Questionnaire was completed before employee commenced

	.....................
	
	

	Job Performance
Discuss:
· Position description 
· Performance expectations, standards and measurements and special conditions (if any) as included in the employment offer
· The Performance Development program and expectations
· Probationary process

· Code of conduct
· Arrangements for handling personal problems

· Arrangement for handling of complaints including sexual harassment
· Reporting relationships – organisation chart
· Relevant  work hazards
	.....................
.....................
.....................
.....................
..........................................
.....................
.....................
.....................
	
	


SUPERVISOR’S AND NEW EMPLOYEE’S ACTIONS

	Induction Activity – Week One
	Date Completed
	Person Responsible


	Comments

	Administration Forms
Complete the receipt of keys
Complete signature authority forms (if appropriate)
Complete Authority to Drive (if appropriate)
Note passwords

	.....................

.....................
.....................
.....................

	
	

	Personnel Policy and Procedures Manual and Compliance Manual
Show location and content of Personnel Policy and Procedures Manual
Show location and content of Compliance Manual

	.....................
.....................
	
	

	Initial Work
Assign and explain initial work program and how help should be sourced
Introduce new employee to people who can be supportive
	.....................
.....................

	
	


SUPERVISOR’S AND NEW EMPLOYEE’S ACTIONS

	Induction Activity – Month One
	Date Completed
	Person Responsible


	Comments

	Training and Development
Prepare a Training Needs Analysis
Organise appropriate on-the-job training
	.....................

.....................


	
	

	Staff Development – open file
Explore Professional Development Opportunities

	.....................

	
	

	Manuals and Procedures
Direct employee to manuals and written procedures dealing with:

Compliance manual
Printer/photocopier and copyright issues
Computer/word processing
Network/electronic mail
Administrative/technical advice
Budgets and accounting
Records management
Staff Development courses
Information Technology
Environment Health and Safety Manual
Equal Opportunity policies
Intellectual Property

Occupational Health and Safety

Security

	.....................


	
	

	Culture
Explain how employee’s work area fits into the overall organisation community
Explain organisation’s Vision and Mission
Indicate preferred modes for liaising with other employees
List and explain local terminology
Explain commonly used abbreviations and acronyms
Explain preferred format for documents and accounting records

	.....................
.....................
.....................
.....................
.....................
.....................

	
	


SUPERVISOR’S AND NEW EMPLOYEE’S ACTIONS


	Induction Activity – Month Two
	Date Completed
	Person Responsible


	Comments

	Exchange frequent and regular feedback on employee’s job performance according to the probation guidelines outlined in  Personnel Policy and Procedures.

	

.....................
	
	

	Induction Activity – Month Three
	

.....................

.....................

	
	

	Discuss and document progress towards the meeting of probation goals and objectives with employee

Sign off completion of induction
	
	
	


When the above actions have been undertaken, preferably most of which are within the first week of employment, the employee and their supervisor, or delegated person, both sign the Induction Declaration for New Employee form. The original should be sent to HR Records for retention on the employee’s personnel file.

INDUCTION DECLARATION FOR NEW EMPLOYEE



Name: _____________________________________________________



Position: ____________________________________________________

	Document
	Document Supplied, completed and/or returned Yes, No or Not  Applicable

	HUMAN RESOURCES DOCUMENTS
1. Induction Checklist
	

	2. Tax File Number Declaration
	

	3. Position Description available from supervisor
	

	ORIENTATION DOCUMENTS

4. Strategic Plan/Operation Plan
	

	5. Staff Handbook (if applicable)
	

	6.Induction Declaration for New Employee
	

	7. Key location maps
	

	8. Key or Magnetic Keycard Allocation Agreement
	

	9. Phone List Form
	

	10. Map of Building and or Site
	

	TRANSPORT DOCUMENTS
11.Transport Policy
	

	12. Vehicle Authorised User Authority & Undertaking
	

	13. Log sheet
	

	SAFETY DOCUMENTS

14. Environmental, Health, Safety & Security Quick Reference             Document
	

	15. Accident incident
	

	16. Off-site Work Guidelines
	

	17. Individual Safety training Needs Analysis
	


INDUCTION SIGN-OFF
Employee

I have completed induction procedures and training applicable to my position and have complied with all of the requirements of my Offer of Employment.
____________________________________________

Signature of Employee

_____ / _____ / _________

Date:
Supervisor
I certify that the above mentioned employee has completed their induction procedures and received training as set out above.
____________________________________________

Signature of Supervisor or delegated employee

_____ / _____ / _________

Date:
Printed Name: __________________________________________

Position: _______________________________________________

.............................................................................................................................................................................
Sent to Human Resources: _____ / _____ / ________
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