
Commencement and Induction Checklist

	Employee’s Full Name:
	

	Position Title:
	
	Business Unit:
	

	Location:
	
	Start Date:
	

	Manager’s Name:
	
	Manager’s Position Title:
	


Guide for completion

· The Commencement Checklist includes the following parts to be completed by ‘checking with an X’ and dating to indicate completion, along with acknowledgement signatures from the Manager (and delegated responsible) and Human Resources where indicated.

· The Employee is required to sign off on this document once the Induction is complete as an acknowledgement.

· Forward completed and signed Checklist to Human Resources (rita@particularlypeople.com.au)

· These signed documents will be placed on the employee’s file for audit purposes and reference.
Part 1: Prior to Commencing
	
	Indicate

Completion

	Liaise with new team member – confirm start time, location, schedule for first day
	 FORMCHECKBOX 


	Diarise the new team member’s commencement date and schedule first meeting with Manager
	 FORMCHECKBOX 


	Nominate an Induction Buddy
	 FORMCHECKBOX 


	Schedule Workplace Induction 
	 FORMCHECKBOX 


	Communication to organisation with regard to new starter, name, role and responsibilities
	 FORMCHECKBOX 


	Prepare ‘New Employee’ announcement to be published
	 FORMCHECKBOX 


	Allocate Work Station
	 FORMCHECKBOX 


	Allocate PC and organise network/internet access/map printers  
	 FORMCHECKBOX 


	Allocate and activate telephone line to desk
	 FORMCHECKBOX 


	Update relevant telephone listings 
	 FORMCHECKBOX 


	Issue Business Cards  
	 FORMCHECKBOX 


	Allocate Security Access Card
	 FORMCHECKBOX 


	Organise Work Tools, Stationary , etc  
	 FORMCHECKBOX 


	Organise Mobile Phone/Blackberry
	 FORMCHECKBOX 


	Organise Corporate Credit Card 
	 FORMCHECKBOX 


	Set up any meetings with key team members or first day introductions
	 FORMCHECKBOX 


	Sign Off – Part 1
	Manager’s Signature
	Date

	
	
	


Part 2: Forms and Documentation for On-boarding New Employee
	
	Indicate

Completion

	Employment Contract & New Starter Documents Received from New Employee, completed:  Date:     
	 FORMCHECKBOX 


	New Starter documentation forwarded to Payroll (Surry Partners) and Human Resources (Rita D’Arcy) – must be forwarded immediately on receipt (Note: Monthly payroll cut-off is the 7th of each month. Paperwork received after this date will mean the employee receives their first pay in the next consecutive month).  Date:      
· Signed copy of Employment Contract

· Global Processing Form (original and signed by employee)

· Tax Declaration (original)

· Super Choice Form and compliance letter if applicable (original)

· Other payroll related documents (original)

· Life/TPD and Salary Continuance Policy information provided 
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	If all documentation not received, follow-up conducted:  Date:       Time:      
	 FORMCHECKBOX 


	Sign Off – Part 2
	Manager’s Signature
	Date

	
	
	


Part 3: Induction Checklist
	
	Indicate

Completion /

Understanding

	Section 1: Introduction to Ingres

	Who is Ingres?
	 FORMCHECKBOX 


	Ingres Vision
	 FORMCHECKBOX 


	Ingres Business Structure
	 FORMCHECKBOX 


	Ingres History
	 FORMCHECKBOX 


	Ingres Strategy
	 FORMCHECKBOX 


	Global Structure and organisation charts
	 FORMCHECKBOX 


	

	Section 2:  Your Journey with Ingres   

	What does Ingres expect of Employees?
	 FORMCHECKBOX 


	Terms and Conditions of Employment
	 FORMCHECKBOX 


	Ingres Policies and Procedures
	 FORMCHECKBOX 


	Learning and Development
	 FORMCHECKBOX 


	Company Communication
	 FORMCHECKBOX 


	Review of Position Description and expectations of role
	 FORMCHECKBOX 


	Probationary Period Reviews – Overview and Schedule
	 FORMCHECKBOX 


	Structure, roles and responsibilities within Ingres ANZ
	 FORMCHECKBOX 


	

	Section 3: The Practicalities

	Payroll cycle, pay day and pay slip
	 FORMCHECKBOX 


	Use of Corporate credit card, Expenses policy and Reimbursement
	 FORMCHECKBOX 


	Booking travel
	 FORMCHECKBOX 


	Leave notification, application and approval process
	 FORMCHECKBOX 


	Requirement to take annual leave and maximum accrual cap
	 FORMCHECKBOX 


	Meeting, visitors & use of meeting rooms, booking conference lines
	 FORMCHECKBOX 


	Hours of work
	 FORMCHECKBOX 


	Dress Standards
	 FORMCHECKBOX 


	Office hours and access outside of hours
	 FORMCHECKBOX 


	Contact for Payroll queries
	 FORMCHECKBOX 


	Contract for HR queries
	 FORMCHECKBOX 


	WorkStation set-up
	 FORMCHECKBOX 


	Computer login details
	 FORMCHECKBOX 


	Orientation of phone system and setting up voicemail, protocols for phone use in open space
	 FORMCHECKBOX 


	Kitchen facilities
	 FORMCHECKBOX 


	Toilets
	 FORMCHECKBOX 


	Photocopier, printers, stationary
	 FORMCHECKBOX 


	Mail (inbound and outbound), courier services
	 FORMCHECKBOX 


	Internal contact listing
	 FORMCHECKBOX 


	External contact listing
	 FORMCHECKBOX 


	Reference Material – files, archiving, reading material, company policies, etc
	 FORMCHECKBOX 


	Company intranet site and other computer related systems/programs
	 FORMCHECKBOX 


	Out of office set-up
	 FORMCHECKBOX 


	Meal breaks and nearby lunch facilities
	 FORMCHECKBOX 


	Notifying change of personal information (e.g. address)
	

	

	Section 4:  Health, Safety & Environment    

	Ingres Health and Safety Policy
	 FORMCHECKBOX 


	Maintaining a safe, clean and hygienic work environment
	 FORMCHECKBOX 


	Injury management & return to work
	 FORMCHECKBOX 


	Smoking
	 FORMCHECKBOX 


	Drugs & Alcohol
	 FORMCHECKBOX 


	Consultation
	 FORMCHECKBOX 


	Incident/ Hazard Reporting
	 FORMCHECKBOX 


	Emergency contact details to be maintained
	

	Evacuation procedures and evacuation meeting point
	 FORMCHECKBOX 


	First Aid procedures & Officers
	 FORMCHECKBOX 


	Nearest chemist/medical centre
	

	Sign Off – Part 3
	Manager’s Signature
	Date

	
	
	


Part 4: Probationary Period (First 90 days)
	Probation Conclusion Date:
	_______/________/________

	
	Indicate

Completion/

Understanding

	Probation Review Process discussed  and meetings scheduled
	 FORMCHECKBOX 


	1st month review discussion conducted
	 FORMCHECKBOX 


	2nd month review discussion conducted
	 FORMCHECKBOX 


	Final 90 days review discussion conducted
	 FORMCHECKBOX 


	Managers Probation Recommendation completed (Probation Form) 
	 FORMCHECKBOX 


	Confirmation of Permanent Employment Letter issued to Employee on completion of probation period 
	 FORMCHECKBOX 


	Annual KPIs/Goals/Objectives set 
	 FORMCHECKBOX 


	Compulsory and On the Job Training nominated and scheduled:  
	 FORMCHECKBOX 


	Training
	Date
	 FORMCHECKBOX 


	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	

	Sign Off – Part 4
	Manager’s Signature
	Date

	
	
	


	Confirmation of Induction (New Employee)


This is to confirm that I have completed the Ingres Induction Program.

The following is an indication of the extent to which I have understood the matters covered in the Induction Parts/Sections:

	 FORMCHECKBOX 
   Inadequate (need further information/explanation)
	

	 FORMCHECKBOX 
   Understand majority of items (& will seek further information/advice as necessary during the normal course of work)
	

	 FORMCHECKBOX 
   Confident that all items have been covered and are understood
	


My signature also confirms I have read and understood the relevant company polices (but not limited to) and am aware of how to access them; and that I will stay up to date with amendments to Ingres policies, which may occur from time to time.

General comments regarding your induction with Ingres and any recommendations regarding the process are welcomed below:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Employee Signature:
	
	Date:
	

	Manager’s Signature:
	
	Date:
	

	
	
	
	


Office Use Only

	Checklist received by (name)
	
	Date
	

	Recorded in HRIS by (name)
	
	Date
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