Induction Checklist

As the hiring manager, use the checklist below to help you prepare for the arrival of your 
new employee.

	
	Responsibility


	Before 1st day


	On 1st day


	End of 1st 

Week
	End of 1st Month



	Pre-employment welcome and information

· Send welcoming letter

· Confirm terms and conditions of employment 

· Ensure you have signed employment agreement

· Confirm starting date and time and what to bring i.e. IRD number, bank account details, drivers license

· Advise first day arrangements – where to come, when to arrive, who to ask for and what to bring on their first day.
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	Preparations for 
new employee

· Advise employees of 
start date and role of 
new colleague

· Ensure desk/office ready and fully equipped

· Arrange communication links i.e. email, passwords, access keys

· Arrange timetable for induction programme 
and organise others to 
be involved

· Appoint and brief ‘buddy’ or mentor

· Prepare induction pack (as detailed in Appendix)
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	First day reception

· Remind work group and supervisor of new employee’s start

· Welcome new employee

· Introduce to supervisor, work colleagues and ‘buddy’ or mentor

· Tour immediate work area and office

· Location of facilities including kitchen, toilet, emergency exits, first aid
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	Initial information and administration

· Gain all relevant pay information and details including bank account and IRD number and pass on to payroll person

· Explain pay cycle (i.e. weekly, fortnightly, monthly) and when they will receive their first pay

· Explain salary 
review process

· Sign confidentiality agreements, terms and conditions, restraints of trade and/or any other relevant forms

· Discuss employment conditions and clarify 
any issues

· Go through the 
induction pack
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	Further information and orientation

· Understanding of organisation’s history, mission and goals

· Familiarisation with the management structure and meet key people

· How to apply for leave

· Health and Safety:

· Emergency procedures 
and exits

· Safety hazards, rules, equipment

· Safety policies and procedures

· Know the key requirements and expectations of their role

· Have a clear understanding of their duties and that of their team
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	· Have a clear understanding of the roles and responsibilities of other teams and how their role interacts with these teams

· Performance management process and how their performance will be assessed

· Understanding of relevant policy and procedure i.e. internet/email policy, 
EEO policy

· Received or be scheduled for any relevant training which will facilitate performance of the role
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