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New Employee Preparation and Induction Checklist Template

Preparation and Expectations
Please review the full process and input key details, including the new employee's name and role, and the owner for each induction stage. 
Each stage and step needs to be signed off by the relevant parties. 
The completed induction should be added to the employee's file around one week following the start date. 
A copy should be provided to the employee.

The stages and material for the employee induction include:
1.  New Employee Preparation Checklist
2.  Personal File Checklist Cover Sheet

3.  Induction

4.  Reference Material
5.  Property

6. Training/Coaching Programme
1.  New Employee Preparation Checklist

	New Employee Name
	New Employee Role
	New Employee No.
	Process Owner

	
	
	
	


· when completed

Ahead of the start date:

(
Advise work team, parents, and students

(
Advise others that need to know

(
Make induction appointments with other employees or senior members of staff

(
Book out own diary

(
Arrange for any training courses (if appropriate)

(
Arrange to meet the Executive/Administrative Officer

(
Organise car parking (if appropriate)

(
Start preparing an induction programme

Completed, signed by process owner: ___________________________

Two weeks before the employee's start date:

(
Check signed employment acceptance has been completed/returned

(
New employee details forms completed

(
Network access request arranged

(
Arrange for desk, equipment, and work area

(
Arrange for a 'buddy' (if appropriate)

(
Organise telephone/cell phone (if necessary)
(
Arrange for business cards, etc (if appropriate)

(
Arrange for laptop (if appropriate)

Completed, signed by process owner: ___________________________

One week before the employee's start date:

(
Prepare a list of names of people and an organisation chart, etc

(
Prepare any location safety advice (if appropriate)

(
Organise a temporary name tag (if appropriate)

(
Plan how they will be greeted and welcomed on day one

Completed, signed by process owner: ___________________________

The day before:
(
Send reminders to other employees

(
Set up desk with stationery and other essential items

(
Finalise the greeting/welcome ceremony

(
Finalise the induction programme

Completed, signed by process owner: ___________________________
2. Personal File Checklist Cover Sheet
	Name
	Position
	Employee No
	Process Owner

	
	
	
	


Use this form to check that all details have been completed

· when completed

(
Personnel file set up
(
Completed application form

(
Curriculum vitae

(
Documents provided with application for appointment

(
Job description

(
Completed interview selection criteria matrix
(
Reference checks

(
Police vet

(
Photocopy of driver licence, signed by process owner as being the same photograph as new employee (for identity and for employees whose duties involve driving). The passport identity page is an option for identity.

(
Copies of any qualifications relevant to the position (the original must be sighted by, and the copy certified as a true record of the original)

(
Letter of offer and acceptance

(
Signed employment agreement as appropriate

(
Employee details forms

(
Retirement Savings Option(s)

(
Direct credit authority form

(
Signed Code of Conduct

(
Authority for payroll deductions

(
Responses to questions on pre-existing medical conditions

(
Completed tax forms

(
List of equipment issued (eg: ID cards, cell phone, etc.)

Completed, signed by process owner: ___________________________

3.  Induction
· Plan for the induction. Determine how many meetings, where, and when. 
· What are the aims of each? 
As preparation, read and edit the following:
· Use the following checklists to ensure all necessary points are covered during the induction meetings. 
	Meeting One

	What are your key objectives for this meeting:

· ____________________________

· ____________________________

· ____________________________


	Employee 
Signature Completed
	Process Owner 
Signature Completed

	Health and Safety: Emergency exits and procedures; H&S procedures; location of accident and near miss register.
	
	

	Tour the school. Ensure the new employee is able to find all facilities and resources in the school (including staff toilets, emergency collection areas, emergency alarm locations, printers, storage  ...)
	
	

	Personnel procedures. Ensure new employee knows how to locate these. Review each policy together.
	
	

	Pay procedures: Approved key forms; payroll contact; kiosk training.
	
	

	Procedure regarding personal phone calls.
	
	

	Procedure regarding doctor and dentist appointments in office hours.
	
	

	Procedure regarding leave (annual, tangihanga, leave without pay).
	
	

	Procedure regarding calling in sick.
	
	

	Discuss board and school management structure (provide organisation chart with names and photos if possible), process owner job role.
	
	

	Review new employee's job description.
	
	

	Ensure personal file checklist is complete.
	
	

	Check for understanding of critical areas covered in this meeting.
	
	

	Set up time for second meeting.
	
	


The second meeting aims to give the employer a chance to: 
· consolidate what the staff member has learnt during their first meeting, 
· the tour, and 
· set the scene for the later stages of the induction process.

	Meeting Two

	What are your key objectives for this meeting:

· ____________________________

· ____________________________

· ____________________________


	Employee 
Signature Completed
	Process Owner 
Signature Completed

	Review the school tour.
	
	

	Review key items from meeting one for understanding.
	
	

	Review items of concern to the new staff member.
	
	

	Review contents of the Induction Folder.
	
	

	Review the planned training/coaching programme for new staff member, and who is responsible.
	
	

	Discuss the expectations for the new employee, including a plan for their Professional Growth Cycle (PGC), (teaching staff) and performance cycle with non-teaching staff.
	
	

	Issue reference material and review.
	
	

	Diary another meeting in a week's time to:


 check new employee's progress


check new employee's comfort level in their new   position
	
	


The third meeting should take place about a week after the new employee's first day of work. 

	Meeting Three

	What are your key objectives for this meeting:

· ____________________________

· ____________________________

· ____________________________


	Employee 
Signature Completed
	Process Owner 
Signature Completed

	Discuss items of concern to the new employee
	
	

	Review the progress of the induction process
	
	

	Review the coaching and briefing sessions
	
	

	Review career development plans
	
	

	Finalise the date for required training modules (and assessments if applicable)
	
	

	Teaching staff – finalise matters for their PGC or
Non-teaching staff – finalise matters to do with their annual performance and training/development plan
	
	

	Sign-off the checklists
	
	


4. 4. Reference Material

The following reference material may be provided to the new staff member:

· Staff Handbook

· Code of Conduct

· Dates and desired outcomes for the third and subsequent meetings
5.  Property

	Property Items
	Property identification  information 
	Property accepted by employee (sign)
	Property provided by process owner (sign)

	ID card
	
	
	

	School keys 
(state which ones)
	
	
	

	Cell phone
	
	
	

	Laptop computer
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6.  Training/coaching programme 
	Training focus area
	Owner of training
	Signed off as completed by employee
	Signed off as completed by owner of training
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