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Guidance: Do not underestimate the impact of a good induction. HR research has found a thorough and positive induction radically increases the likelihood the employee will stay with you long term. Use what’s relevant to your workplace. NB: Under the National Employment Standards (NES), you must give all new employees a copy of the Fair Work Information Statement which can be found at the Fair Work Online website: fairwork.gov.au
Policy
{Neighbourhood House} will make sure all new employees feel welcome and are ready to start work safely and competently through the use of a proper formal Induction process. 
Procedure
Complete an induction plan for each new starter with details of:
introductions
welcome tea
workplace tour
OHS procedures and evacuation
business overview
who’s who
nominated buddy
a working safely plan 
training plan
IT system orientation
copy of the Fair Work Information Statement
policy and procedural requirements, e.g. equal employment opportunity
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