	Worker Name:  
Employment Date:  



Position/Job:  
Manager/Supervisor:  



FORM 4:  Induction Checklist

	GENERAL INDUCTION

	Introduction (explain):

( Nature and structure of the organisation
Employment conditions (explain):

( Job description and responsibilities
( Work times and meal breaks
( Time recording procedures
( Leave entitlements
( Notification of sick leave or absences
( Out of hours enquiries and emergency

      procedures
Meet key people (introduce):

( Health and Safety Representatives
( Payroll officers/human resources staff
( Co-workers
Other issues:

( Quality management policy and procedures
( Environmental management policy and

      procedures
( Equal employment opportunity
( Sexual harassment
( View driver’s licence
Security:

( Car parking
( Client home security
( Personal and security of personal belongings
( Cash/drugs
( Emergency procedures

	Payroll (explain):

( Rates of pay and allowances
( Pay arrangements
( Taxation (including completing the required
 forms)
( Superannuation and any other deductions
( Union (membership) and award conditions
Health and safety (explain and show):

( OHSW policy and procedures
( Roles and responsibilities for health and safety
( Information on hazards present in client homes
 and controls
( Role and names of Health and Safety
 Representative/Health and Safety Committee
( Health and safety communication processes
( Incident reporting procedures, including the
 location of forms that need to be completed
( Emergency procedures, including emergency exits and equipment, and first aid
( Safe use and storage of hazardous substances, including Material Safety Data Sheets
Review:

( Review work practices and procedures with the
 worker
( Answer and ask questions
( Repeat any training required or provide
 additional training if needed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Conducted by (name):  
(sign): 
Date: 


Worker’s signature:  
Date:  



FORM 4:  Induction Checklist  

Occupational Health, Safety and Welfare Guidelines for Community Workers – 3rd Edition


