6.3 New employee orientation and induction

	MACROBUTTON NoMacro ( [insert company name] New Employee Induction Sheet

	Employee name: MACROBUTTON NoMacro ( [insert employee name] 
Start date: MACROBUTTON NoMacro ( [insert start date]

	Day 1
	Task
	Employee to initial


	1.
	Welcome to the company and introduction to all staff.
	     

	2.
	Premises tour of toilets, fire exits, work areas, equipment, locker etc.
	     

	3.
	Obtain a copy of the signed Letter of appointment for the employee and issue the Employee handbook to the employee. Remember that they must sign the Acknowledgement of receipt of the Employee handbook.
	     

	4.
	Complete all payroll and benefit documentation as per the following checklist.
	     

	5.
	Explain all payroll information and demonstrate how to complete attendance register. Explain deductions, pay days and query procedure, bonus etc.
	     

	6.
	Explain time-keeping standards, working hours and breaks.
	     

	7.
	Explain absence procedures including sick leave and annual leave.
	     

	8.
	Explain health and safety rules.
	     

	9.
	Explain and show first-aid facilities and explain accident reporting.
	     

	10.
	Explain housekeeping duties.
	     

	11.
	Explain policies and procedures.
	     

	12.
	Check driver’s licence and complete documentation where necessary.
	     

	13.
	Issue corporate/safety clothing and name badge (where applicable).
	     

	14.
	Explain work instructions and standards.
	     

	15.
	Describe how work is allocated.
	     

	16.
	Explain line reporting procedures.
	     

	17.
	Explain the range of products and services.
	     

	18.
	Attach new employee to a trained employee for shadowing.
	     

	19.
	At the end of day one check how employee has settled in.
	     

	20.
	Resolve any queries.
	     

	Day 2
	Task
	Employee to initial

	1.
	Check knowledge of products, services and processes.
	     

	2.
	Check knowledge of and compliance with work instructions.
	     

	3.
	Explain sales and cost control objectives.
	     

	4.
	Explain asset maintenance, for example equipment and vehicles.
	     

	5.
	Check understanding of safety procedures and awareness of emergency exits.
	     

	Day 3
	Task
	Employee to initial

	1.
	Answer queries/resolve problems.
	     

	2.
	Check basic training/coaching plan progress.
	     

	Day 4/5
	Task
	Employee to initial

	1.
	On the fourth and fifth days start work in designated areas under supervision.
	     

	2.
	Review the first week.
	     

	I confirm that the above induction training programme has been completed to my satisfaction.

Signed:____________________________ 
Date:____________________


(Employer)

Signed:____________________________ 
Date:____________________


(Employee)




	1.
	Medical: Examination certificate obtained (if required); medical aid forms completed.
	 FORMCHECKBOX 


	2.
	Employee personal information form completed.
	 FORMCHECKBOX 


	3.
	Photocopy of photograph page of identity document.
	 FORMCHECKBOX 


	4.
	Copy of driver's licence.
	 FORMCHECKBOX 


	5.
	Copies of all training certificates obtained.
	 FORMCHECKBOX 


	6.
	Copy of trade union membership card(s).
	 FORMCHECKBOX 


	7.
	Salary deduction authorisation completed for unusual deductions such as union membership fees.
	 FORMCHECKBOX 
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