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THE UNIVERSITY OF

NEWCASTLE

AUSTRALIA



INDUCTION CHECKLIST
Complete and Forward to HR Services as soon as possible.

	My Full Name
	(Please print clearly)

	Position Title
	

	Campus / Centre
	
	Phone Ext:
	

	Faculty / Division

School / Business Unit name 
	

	 My Appointment
	( Ongoing
( Fixed Term Contract > 3 months.
( Other

	N/A
	Yes
	

	Mandatory
	 FORMCHECKBOX 

	I have read the Fair Work Information Statement at http://www.fairwork.gov.au/FWISdocs/Fair-Work-Information-Statement.pdf


	
	 FORMCHECKBOX 

	I attended a Staff Induction presentation conducted by HR Services on ________________________


	
	 FORMCHECKBOX 

	My Supervisor  _____________________provided a Local Work Place Induction on ________


	
	 FORMCHECKBOX 

	My Probation Period and the Performance Management Framework have been explained to me.

	
	 FORMCHECKBOX 

	I have registered for the Performance Management Framework information session.

(Research Academics – Check applicability with your Supervisor)

	
	 FORMCHECKBOX 

	I have registered to attend a Code of Conduct information session.

	
	 FORMCHECKBOX 

	I have completed Module One in EOonline 

(Certificate of completion to be printed  and attached to this Check List prior to return)

	
	 FORMCHECKBOX 

	I have completed Module Two in EOonline. (Manager / Supervisor Positions-holders only)
(Certificate of completion to be printed  and attached to this Check List prior to return)

	
	 FORMCHECKBOX 

	I have accessed HRonline to add my Personal Details,  Personal Banking and Equity information and my Emergency Contact Details.



	
	 FORMCHECKBOX 

	I have completed the Health and Safety Induction (online)

(Certificate of completion to be printed  and attached to this Check List prior to return)

	
	 FORMCHECKBOX 

	I have registered for the Privacy/GIPA information session.

	
	 FORMCHECKBOX 

	I have registered for the Diversity Dynamics workshop.

	
	 FORMCHECKBOX 

	I have registered for the Welcome to ‘The Wollotuka Institute’ session.

	
	 FORMCHECKBOX 

	I have completed the online Make Email Work for Us program (www.newcastle.edu.au/staff/make-email-work/).

	
	 FORMCHECKBOX 

	I have obtained my staff ID card (NUcard) and requested building/room access through Maximo (if applicable).

	
	 FORMCHECKBOX 

	The processes for Sickness and other Absences have been explained to me.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	I have completed my Staff Qualifications Record (if applicable) at http://www.newcastle.edu.au/unit/human-resource-services/hr-forms.html and forwarded to HR Services.


	
	 FORMCHECKBOX 

	Work hours, Breaks and Meal times have been explained to me.

	
	
	

	N/A
	Yes
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Flextime / Online Timesheets have been explained to me.

	
	 FORMCHECKBOX 

	I have been introduced to Staff & Colleagues that I will work with.

	
	 FORMCHECKBOX 

	I have been shown the Staff Facilities and Resources in my work place.

	
	 FORMCHECKBOX 

	I have been shown the location of Procedures and Manuals within my workplace.

	
	 FORMCHECKBOX 

	Emergency Exits, Alarms and Evacuation Procedures have been explained to me.

	
	 FORMCHECKBOX 

	I have been introduced to my workplace First Aid Officer(s) & Floor Warden(s)

	
	 FORMCHECKBOX 

	The online location of H&S policy and Procedures has been shown to me.

	
	 FORMCHECKBOX 

	The location of H&S Procedures specific to my workplace has been shown to me.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	My obligations regarding acquisition, handling, use, storage, transporting, disposing and compliance reporting of dangerous/restricted/prohibited goods (for example, chemical / biological / nuclear / explosive / medical) have been explained to me in detail. 


	
	 FORMCHECKBOX 

	Precautions have been explained to me regarding Mosquitoes, Snakes, Magpies, Spiders and protected Fauna on campus.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Telephone systems, dialling, message setup and telephone protocol have been explained to me.

	
	 FORMCHECKBOX 

	I understand that University buildings and vehicles are a Smoke- Free Environment.

	
	 FORMCHECKBOX 

	I have discussed and understand my obligations regarding Health & Safety

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	. I have been issued with relevant Personal Protection Equipment for my work.

	
	 FORMCHECKBOX 

	I know where to access Security, Maintenance & Emergency numbers and reporting processes.

	
	 FORMCHECKBOX 

	I have been made aware of the requirements and method of reporting incidents, hazards and near misses.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Access to Stationery, other Supplies, Printing and Faxing has been explained to me.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Purchasing, Authorisations & financial delegations has been explained to me.

	
	 FORMCHECKBOX 

	I have been provided with an opportunity to ask questions and clarify information.

	NEW MEMBER OF STAFF

	Signature:
	

	Date:
	


FORWARD THIS CHECKLIST TO HR SERVICES

	OFFICE USE ONLY – HR SERVICES TEAM
Process immediately upon receipt.

	Incentive 
	( Not Eligible 

( Eligible

Issued in person  /  Mailed this date







     (Circle one)

	HRO / HRA / Manager
	Signature:



Date:
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