Induction Roles
Faculty/Division Induction Coordinator

· Customise the templates to include any specific requirements at the Faculty/Division level

· Establish a list of Local Induction Contacts for each of your School/Branches in your portfolio

· Explain the new induction templates that are to be used by the Supervisor when a new staff member commences in their area

· Email your Local Induction Contacts about the new induction process (suggested wording attached)

· You may be required to provide support to your Local Induction Contacts if they are unsure about customising (at the local level) or any other elements of the templates.
Local Induction Contacts

· Customise the templates to include any specific requirements at the School/Branch level

· Contact all staff within your School/Branch advising them of the new local induction templates to use when a new staff member commences

· Ensure the customised templates are available to all supervisors in your School/Branch (via your website or on a local network drive).
Supervisors

· The Local Induction Contact from your School/Branch will provide you with the Induction Templates (these should be available on a local network drive or website)

· Prepare for your new staff member to commence, following Stage 1 (Before the New Staff Member Commences) to Stage 6 (Finalising Induction) as outlined in the templates

· Ensure a copy of the local induction template is signed by the incumbent (and Supervisor). Attach this to the Probation form, when received from HR (at end of probationary period). Retain a signed copy of the local induction template for your records.

Human Resources

· The un-customised version of the templates will be on the HR website and will be regularly reviewed and updated

· Advise the Faculty/Division Induction Coordinators of any changes to the templates

· Maintain, monitor, review and report on the induction program and completion rates

· Mandi Simpson and Rachael Linton will provide ongoing support and encourage feedback on the templates.
