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This form is to be used by Managers/Supervisors and the new employee upon their commencement with USQ. The purpose is to provide information on a wide range of employment related matters to assist the employee understand and assimilate into the workplace as comfortably and as quickly as possible.

New Employee and Work Area Details:

	Employee Name:
	     
	Date: 
	     


	Position:
	     
	Faculty/Department:
	     


	Commencement Date:
	     
	Supervisor/Manager:
	     


About the Induction and Onboarding Program 
At USQ, induction is defined as the process whereby an employee is provided with access to appropriate information and support required to operate effectively in their appointed position.  This information may include general information related to appointment and the University, workplace health and safety, equal employment opportunity, learning and teaching and relevant policies, procedures and expectations of the University.
Onboarding is a broader term and has a more comprehensive goal and perspective.  Whereas induction normally has a ‘process focus’, onboarding encompasses the complete range of tasks and requirements involved with acclimating and engaging a new employee in the organisation – its goal is to accommodate, assimilate and accelerate new team members into their roles at USQ.  It is a continuous process that may extend for weeks or months rather than the usual few days for induction.

Employee induction and onboarding is as much about creating an impression as it is about providing information. The impressions that you create become information that employees act on. These checklists are designed to assist Managers and Supervisors develop a planned program which will:

· Inform new staff members about their role, working relationships and expected outcomes;

· Provide support for a smooth transition into the new workplace and role;

· Clarify expectations, processes and practices thereby decreasing the anxiety which accompanies uncertainty;

· Increase the capacity to respond to challenge and increase employee health and wellbeing;
· Enable the new employee to identify and undertake new learning; and
· Support the establishment of working relationships with work colleagues and the manager.

Managers and supervisors have a responsibility to ensure employees who are new to USQ participate in all required corporate induction programs as well as a specific work area orientation and onboarding program. 
This checklist should be completed within the first week of employment, and no later than three (3) weeks after commencement.  The completed checklist is to be returned to Human Resources.
It is the manager/supervisor’s responsibility to ensure that the inductee has understood and is confident with all the information communicated.  Managers and supervisors should refer to the Guidelines for Induction and Onboarding for further information and tips on the requirements of the induction and onboarding process at USQ.
Induction Checklist 
	Prior to the employees’ commencement date have you:
	Completed

	Made sure the new employee’s work space is available and clean, arranged for keys, organized a range of basic stationary i.e. pens, notepad, stapler, post-it-notes etc
	 FORMCHECKBOX 


	Organised computer equipment and requested all computer software and system access to be available
	 FORMCHECKBOX 


	Advised existing team members of the new employee’s start date, position title, and the range of duties that you expect he/she will be performing in the initial induction and onboarding period.
	 FORMCHECKBOX 



	On commencement, have you shown the new employee the location of:
	Completed

	Car parking and the relevant access requirements (if applicable)
	 FORMCHECKBOX 


	Amenities 
	 FORMCHECKBOX 


	Work stations and areas 
	 FORMCHECKBOX 


	Employee office locations and made introductions to colleagues
	 FORMCHECKBOX 


	Lunch rooms and other eating areas and what is provided
	 FORMCHECKBOX 


	Location and ordering of stationery supplies
	 FORMCHECKBOX 


	Emergency exits and other safety related items (eg fire extinguishers, evacuation plans etc)
	 FORMCHECKBOX 


	Smoking areas (if applicable) 
	 FORMCHECKBOX 


	On foot tour of the campus, pointing out the onsite facilities, including food and catering, post office etc.
	 FORMCHECKBOX 



	On commencement, have you explained the following:
	Completed

	Explained the mandatory online induction arrangements (ie Corporate Module, Health & Safety, EO Online (Equity & Diversity), Fraud & Corruption, and for academic employees, Teaching & Learning)
	 FORMCHECKBOX 


	An overview of the employee’s role and the week ahead
	 FORMCHECKBOX 


	About USQ – mission, vision, strategies, goals etc 
	 FORMCHECKBOX 


	Key and other security/access policies and procedures 
	 FORMCHECKBOX 


	HR and payroll arrangements – eg leave entitlements, pay periods, ESS etc
	 FORMCHECKBOX 


	Timekeeping system including start and finish times, hours of work, tea and lunch breaks, overtime, RDO, workload allocations etc
	 FORMCHECKBOX 


	Online staff directory
	 FORMCHECKBOX 


	Conditions of employment (eg USQ Enterprise Agreement, HR Policies & Procedures) 
	 FORMCHECKBOX 


	Work related travel 
	 FORMCHECKBOX 


	Company credit card (if applicable)
	 FORMCHECKBOX 


	Faculty/Department Social Club 
	 FORMCHECKBOX 


	Phone and voicemail systems
	 FORMCHECKBOX 


	Computer systems and hardware ie network, username/passwords, printers, scanners etc
	 FORMCHECKBOX 


	Email procedures
	 FORMCHECKBOX 


	Internal mail system
	 FORMCHECKBOX 


	Who to ask about job related questions, HR related questions etc. and how to ask
	 FORMCHECKBOX 


	Confidentiality
	 FORMCHECKBOX 


	Code of Conduct
	 FORMCHECKBOX 


	USQ optional workwear requirements and how to order
	 FORMCHECKBOX 



	On commencement, have you provided information about WH&S:
	Completed

	Identified local personnel with defined WH&S responsibilities (eg Wardens, USQSafe team) 
	 FORMCHECKBOX 


	Explained procedures for reporting hazards, accidents and injuries 
	 FORMCHECKBOX 


	Discussed hazard specific training needs
	 FORMCHECKBOX 


	Shown the employee fire and emergency plans
	 FORMCHECKBOX 


	Shown the employee the location of first aid supplies
	 FORMCHECKBOX 


	Made sure the employee has completed the compulsory WH&S online induction
	 FORMCHECKBOX 



	Within the first three weeks, have you covered relevant aspects of the job including:
	Completed

	Clarified any points in relation to the offer of employment and associated documentation
	 FORMCHECKBOX 


	Explained the organisational structure within the work unit; e.g. why is the work so important? What special contribution is he/she making? What is the structure of the work area, organisational charts, workplace reporting relationships? 
	 FORMCHECKBOX 


	Explained how the Division, Section or Faculty fits within the USQ structure; explain the role in the context of the organisation.  How does the employee’s work fit in with the delivery of service? How does it link to the work of other parts of the University?
	 FORMCHECKBOX 


	Discussed the employee’s major tasks/roles including reporting relationships and accountabilities
	 FORMCHECKBOX 


	Explain the BUILD probationary process and requirements, made the links between the probationary process and future performance management, and set agreed times for probation reviews 
	 FORMCHECKBOX 


	Outlined the process for dealing with any concerns during the probationary period and throughout ongoing employment
	 FORMCHECKBOX 


	Identified any internal or external professional development opportunities
	 FORMCHECKBOX 


	Discussed the employee’s future career plans and needs
	 FORMCHECKBOX 



	Onboarding Surveys:
	Completed

	Informed the employee of the opportunity to complete the 30 day onboarding survey
	 FORMCHECKBOX 


	Informed the employee of the opportunity to complete the 90 day onboarding survey
	 FORMCHECKBOX 



	Other items covered, not listed above:
	Completed

	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 



Verification:

The parties below verify that all aspects of the outlined Induction Checklist have been completed.

	Employee Signature:
	     
	Date:
	     


	Manager/Supervisor Signature:
	     
	Date:
	     


**Note** Please forward this completed checklist to Human Resources. Thank you. 
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