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	INDUCTION – PROFESSIONAL STAFF

LOCAL AREA INDUCTION TEMPLATE (continued)
	

	
	



	Stage 1 - Before the Staff Member Commences

	Name: 

School/Branch: 

Supervisor: 

Commencement Date: .

	DATE
	CORPORATE REQUIREMENTS

	
	· Contact the new staff member and discuss arrangements for first day (eg location, relevant workplace benefits such as car parking and on campus child care)

· Arrange a work station/office, phone, extension number, computer, mobile phone (if appropriate) and stationery

· Email School/Branch staff to inform them that a new staff member will be commencing

· Arrange for the addition of the person's name to the internal directory, School/Branch noticeboard and door of their office (if appropriate) 
· An account to access online services such as: Email, MyUni, Staff web pages, Web proxy [internet access], staff dial-up will occur once the staff member’s details are entered in the system by Human Resources (on the day of commencement)

· Additional access requests depending on staff requirements need to be submitted to the ITS Helpdesk (this is required when the Appointment form is submitted to HR) ie:
· Shared network folders access: http://www.adelaide.edu.au/its/
· Prepare tasks for first day/week (eg schedule meetings, allocate time to commence online courses)

	
	Induction Tips

· arrange for a buddy/mentor (someone designated to answer questions, help with arrangements, etc)

· arrange for business cards if appropriate 

· organise ‘meet and greet’ session (eg morning tea)
· set up computer and set printers


	Stage 2 – Day One

	Name:
	Supervisor:

	School/Branch:
	Commencement Date:

	DATE
	CORPORATE REQUIREMENTS
	LOCAL REQUIREMENTS, IF APPLICABLE

	
	· Welcome.  Please ensure your new staff member has a copy of the templates.
· Introduce the new staff member to their colleagues and give them a tour of the workplace.
· Discuss the new staff member’s role and the local organisational structure.
· Ensure the offer of appointment and associated documents have been understood and that the acceptance of contract, bank and tax forms have been given to Employee Services, Human Resources.
· Discuss OH&S matters (highlight emergency exits and procedures).  Introduce the OH&S Officer and Health and Safety Representative.
· Assess the ergonomic setup of the new staff member’s workstation.
· Discuss University Code of Conduct and Fair Treatment Policy.
· Ensure your new staff member has the correct University templates for documentation, available at  https://www.adelaide.edu.au/vi/downloads/
· Direct the new staff member to the Online Induction courses.
· Direct the new staff member to Card Services, Level 4 Wills Building, for their staff card, which includes building access, email password and Staff Services Online password setup (electronic payslips).  Ensure the staff member takes photo identification and a copy of their contract.
	If your area has any specific requirements, record them below eg:

· discuss training needs (eg finance, PeopleSoft, systems training, word, excel)

· introduce the First Aid Officer and Emergency Wardens

· discuss budget issues as they relate to the new staff member’s position (eg petty cash, account codes)

· discuss access to resources (eg use of University cars)

· set up appointments with key staff/stakeholders

· organise meetings with the Executive Dean or senior manager in the area
· discuss any additional requirements and/or arrangements if the person has a disability or is non-English speaking background (NESB).

	
	Induction Tips

· introduce new staff member to buddy/mentor

· take a photo for the staff photo board and/or to circulate in an email informing the area of the new staff member

· apply for car parking permit if required

· visit/discuss the library and other staff facilities
· explain local mail system, email lists and fax/photocopying procedures
· tell them who the Chancellor/ Vice-Chancellor and Executive Manager are
	Notes


	Stage 3 – During the First Week

	Name:
	Supervisor:

	School/Branch:
	Commencement Date:

	DATE
	CORPORATE REQUIREMENTS
	LOCAL REQUIREMENTS, IF APPLICABLE

	
	· Discuss probation requirements and establish the dates for the three probation review sessions (it is suggested these sessions be scheduled periodically through the probation period, eg 1, 3 & 5 months, with the last session to be held no later than 4 weeks before the end of probation) (see 2.2, The University of Adelaide Enterprise Agreement 2010-2013) NOTE: PROBATION CAN NO LONGER BE EXTENDED.
· Discuss immediate tasks, including clarification of duties (refer to Position Description).
· Discuss semester dates and other key dates
· Allocate time for the new staff member to complete the Corporate Online Induction courses, including the OH&S, EO Online, Fraud Control, Legal Compliance and Copyright http://www.adelaide.edu.au/hr/career/induction/.
· Arrange access and training for University systems (eg PeopleSoft, Finance System, Student System, TRIM).

· There are a wide range of University Policies and Procedures of which you should be aware.  Consider which policies and delegations are relevant to the new staff member.
· There is a wide range of State and Federal legislation that applies to the University of which you should be aware. Consider which legislation is relevant to the new staff member.


	If your area has any specific requirements, record them below eg:

· staff/area meetings

· discuss area delegation responsibilities (eg who approves leave requests)

· discuss flexi time arrangements, if appropriate

· discuss local OH&S requirements

· discuss administrative procedures and introduce to the relevant staff member for:

· local timetabling
· room bookings
· printing
· Financial Structures (ie setting up of accounts/consulting fund).

	
	Induction Tips

· inform the new staff member of any school/discipline seminar timetable

· explain University jargon (eg Schools, Faculties, Executive Deans, etc)

· discuss relevant interaction with other campuses (eg shuttle bus, maps)
· area social functions
· discuss security escort service
· the probation review meetings are not limited to three only
	Notes


	Stage 4 – During the First Month

	Name:
	Supervisor:

	School/Branch:
	Commencement Date:

	DATE
	CORPORATE REQUIREMENTS
	LOCAL REQUIREMENTS, IF APPLICABLE

	
	· The first probation review meeting should be conducted within the first month** (see 2.2, The University of Adelaide Enterprise Agreement 2010-2013).
· Discuss training and development needs including on the job requirements (eg Time off for Study, Cultural Awareness Program, etc) and course providers (eg Professional and Continuing Education (PCE), 
· Have you referred the new staff member to the Governance website? 
· Have you referred the new staff member to the Legal & Risk website?

· Has the new staff member completed the Corporate Online Induction courses, Fraud Control, Legal Compliance, OH&S and EO online?  If not, ensure sufficient time is set aside for the new staff member to complete these courses?
· Discuss record management procedures.  Refer staff to RMO Website 
· Complete online Record Keeping Awareness course
(AU RECORDS 0001)
** Review meeting dates need to be recorded
	If your area has any specific requirements, record them below eg:

· identify relevant web sites, eg Staff Networks, ChemWatch, Material Safety Data Sheets, Professional Associations, etc

· discuss record management procedures if applicable

	
	Induction Tips

· The University of Adelaide has five areas which offer tours of its campuses and the National Wine Centre.  Whether you're a history buff or a wine-lover, tourist or prospective student, between these five precincts the University has a tour to best suit your needs. 
· Identify relevant training providers (eg PCE, Medical Education Unit, OH&S, etc).
· Staff Networks
· Women’s Professional Development Network 
	Notes


	Stage 5 – During the Third Month

	Name:
	Supervisor:

	School/Branch:
	Commencement Date:

	DATE
	CORPORATE REQUIREMENTS
	LOCAL REQUIREMENTS, IF APPLICABLE

	
	· The second probation review meeting should be conducted during the next 2 months** (see 2.2, The University of Adelaide Enterprise Agreement 2010-2013).
· If performance issues have been identified, discuss with Human Resources. These issues will need to be addressed immediately and before probation ends.

· Discuss any identified performance shortfalls with the staff member and keep a record of any informal meetings, specific directions for improvements, training organised, etc.
· Has the new staff member completed the OH&S, EO online, Fraud Control, Legal Compliance and Copyright courses?  The completion dates need to recorded.
· Ensure that the new staff member is aware of where they can find more information about their legal compliance obligations, legal compliance on-line course is available through MyUni.
** Review meeting dates need to be recorded
	If your area has any specific requirements, record them below eg:

· explain how travel is applied for and conference funding

· how the accounting system works eg consultancies, purchases

· Direct staff to the Legal & Risk resources page.  Here, staff can learn more about  their legal obligations under a wide range of Acts. Further advice is available from Legal & Risk on telephone 34539.



	
	Induction Tips

· continue regular communication and feedback
· additional training may help address performance issues
	Notes




	Stage 6 – Finalising Induction

	Name:
	Supervisor:

	School/Branch:
	Commencement Date:

	DATE
	CORPORATE REQUIREMENTS
	LOCAL REQUIREMENTS, IF APPLICABLE

	
	· Prior to completion of the six month Probation period, a recommendation needs to be made whether to confirm employment or annul employment.

· Human Resources will send a blue probation confirmation form, 6 weeks before the end of probation.
· the form must be completed and returned to Human Resources no later than 4 weeks before the end of probation.
· The final probation review meeting must be held no later than 4 weeks before the end of the probation period** (see 2.2 The University of Adelaide Enterprise Agreement 2010-2013).
· Discuss Planning and Development Review (PDR) and schedule commencement meeting date.  Information and forms can be found at:
http://www.adelaide.edu.au/hr/performance/pdr/
** Review meeting dates will need to be recorded on the blue probation form

	If your area has any specific requirements, record them below eg:



	
	Induction Tips

· identify training needs through PDR

· review progress and provide feedback regularly

	Signatures:

Supervisor:
………………………
(Please copy and attach to the Probation Form.  Retain a copy for your records)

Staff Member:
………………………
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