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HUMAN RESOURCES


            DIVISION OF STAFF AND STUDENT SERVICES

Induction Checklist for New Casual Staff Members

	NAME:

	COMMENCEMENT DATE:

	SCHOOL/AREA:

	SUPERVISOR:


Please note that this is not a complete list of all induction processes.  This form is intended to ensure that the important information concerning induction has been covered.

Before the staff member commences the following paperwork must be completed:

· Casual Offer of Employment Form and Australian Workplace Agreement

· Tax File Number Declaration Form

· Bank Credit Authority

· Visa sighted and copy obtained

· Prospective Employee Commencement Form for immediate access to University Network

INDUCTION

· Official greeting

· Introduction to colleagues

· Explain work unit structure

· Work hours and time-keeping

· Location of workstations and areas

· Staff rooms, toilets & other University amenities

· Pay arrangements - Casual Payment Claim Form

· Available resources (computers, laboratory, admin)

OCCUPATIONAL HEALTH & SAFETY

· Safety tour (emergency exits, muster points, etc)

· First Aid box

· OH&S officer or representative identified

· Local security arrangements

· Procedure for reporting hazards, accidents & injuries

· Local hazards including plant, machinery, equipment, tools, substances & materials

· Fire & emergency plans

· On-line OH&S course (see Casual Employment Guidelines)

OFFICE FACILITIES

· Room Number

· Phone system

· Staff member phone contacts

· Desk location

· University staff card

· Records management & filing

· Internal mail

· Stationery supplies

· Photocopier operation

· Printer operation

· Fax machine instructions

COMPUTING FACILITIES

· Computer log in

· Network connection

· Staff email account

· Password access

· Email program usage

· University website overview

· In-house software
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