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CLUB NAME

INDUCTION CHECKLIST


Staff member’s name:
Commencement date:
Manager:


SECTION A:  PRIOR TO COMMENCEMENT
	
	Briefed By (Initials & Date)
	Employee
(Initials & Date)

	(1) Organise work station:
	
	

	· arrange desk & work station
	
	

	· provide stationery if required 
	
	

	· Computer/tablet/phone if required + log-ins
	
	

	Email management team/team to advise new employee has been appointed
	
	

	Send copy of signed contract to payroll
	
	

	Add name to staff contact lists, databases, apps
	
	



Ideas
· Develop a branded folder that includes key paperwork including their employment contract, payroll forms, key policies and any other documentation that could be relevant
· Invite your new hire to critical meetings or any social events prior to commencement. 
SECTION B:   DAY 1 & 2 OF COMMENCEMENT
	
	Briefed By (Initials & Date)
	Employee
(Initials & Date)

	(1)  Personnel/payroll
	
	

	Complete emergency contact and payroll form
	
	

	Ensure copy of CV, letter of acceptance, appointment papers etc retained on file
	
	

	Provide Fair Work Information Statement
	
	

	Complete Tax File Number declaration
	
	

	Superannuation deductions
	
	

	Other payroll deductions
	
	

	Bank account details
	
	

	       Technical member no.
	
	

	       Working with children check no.
	
	

	       Visa details
	
	

	(2)  Security
	
	

	       Provide key/swipe card to building
	
	

	Building Alarm Code
	
	

	Locker Key
	
	

	IT Access, email address & passwords
	
	

	Security camera’s
	
	

	(3)  Industry Brief (provided by Club Manager if possible)
	
	

	This section can be aided by providing the employee with relevant material i.e. strategic plan, club chart and information.
	
	

	The club:
	
	

	· history of the club
	
	

	· club mission, vision, goals
	
	

	· discuss the club’s current focus, changes, future issues and challenges
	
	

	· club structure
	
	

	· relationships/partnerships with other organisations
	
	

	(4)  Work Role and Job Requirements
	
	

	· explain and hand out relevant material (i.e. reports, manuals, intranet info, staff documentation)
	
	

	· overview of staff roles
	
	

	· introduce to co-workers (and mentor if less experienced)
	
	

	· outline job scope, requirements and expectations (refer position description)
	
	

	· outline probationary requirements and procedures (if applicable)
	
	

	· explain the terms and conditions of employment referring to the staff and industry policies including;
	
	

	· rates of pay
	
	

	· hours of work and meal breaks
	
	

	· annual leave, other leave, absence requirements
	
	

	· superannuation
	
	

	· time sheets
	
	

	(5)  OHS
	
	

	Hazardous chemicals
	
	

	Fire escapes
	
	

	Emergency evacuation procedure
	
	

	Personal safety (i.e. after hours)
	
	

	Child safety
	
	

	Covid safety
	
	

	(6)  Location Familiarisation
	
	

	Building security
	
	

	Entry into building procedures/hours
	
	

	Lavatories
	
	

	Lunch facilities – internal, external
	
	

	Transportation, parking
	
	



Add in integrity and office of children’s guardian induction. Pride in sport module. Meeting different departments. 

Ideas
· When planning who to introduce your new hire to, think about who is connected to whom, and walk the new employee through those connections 
· Allocate your new hire to a mentor and give the mentor some of the responsibilities on this checklist to help onboard your new hire
· Surprise your new hire with a nice first day gift i.e. club branded item, gift voucher
SECTION C:   WEEK OF COMMENCEMENT
	
	Briefed By (Initials & Date)
	Employee
(Initials & Date)

	(2)  Work station – for admin staff
	
	

	Telephone: procedures, internal telephone directory 
	
	

	Photocopier/scanner equipment procedures
	
	

	Location of stores
	
	

	      Work station – for operations staff
	
	

	       Use of telephone procedures
	
	

	       Maintenance and operation of equipment
	
	

	       Recording systems procedures
	
	

	       Location of supplies, stationary, cleaning
	
	

	(3)  Work role
	
	

	Discuss any immediate development needs
	
	



Ideas
· Create a 90-day plan for your employee and pop it up onto a shared drive inviting them to add items, milestones and anything you both want to chat about
· If your team are remote working, consider downing tools for a half hour each week for some fun team-building on-line games
· Remote teams might enjoy group ‘co-working time’ when the team is connecting and chatting on-line while everyone is working on their own projects – just like in the office!  Block out co-working sessions in the team calendar.
SECTION D:   DURING FIRST 1-2 MONTHS
	
	Briefed By (Initials & Date)
	Employee
(Initials & Date)

	(1)  Work role
	
	

	Review job objectives and job performance – tie in with performance appraisal program
	
	

	Discuss identified development needs, organise for development
	
	

	(2)  OHS
	
	

	Employer/employee duty of care
	
	

	OHS Policies i.e. alcohol/drug, smoking
	
	

	Hazards reporting
	
	

	Injury reporting
	
	

	Return to work coordinator
	
	

	Location of fire extinguishers
	
	

	First aid kit/officers
	
	

	(3)  General workplace procedures
	
	

	Overview  Harassment, Bullying, Dispute settling and Grievance Handling Procedures 
	
	



Ideas
· Introduce your employee to your culture.  Maybe show them book written about your club, past interviews, stories, advertisements and so on
· Introduce your employee to social or people who belong to sporting or special interest groups within the workplace (i.e. netball team, gaming, social club, new parents). 

SECTION E:  DURING FIRST 6 MONTHS
	
	
	Briefed By (Initials & Date)
	Employees
(Initials & Date)

	(1)  Work role
	
	

	Formal review of job objectives and performance – tie in with performance appraisal program
	
	

	Discuss any identified development needs
	
	

	Clarify any outstanding issues
	
	

	Job satisfaction review
	
	

	(2)  Development
	
	

	Discuss promotional/advancement processes
	
	

	(3)  General workplace procedures
	
	

	Casuals/contractors, option in writing to convert to permanent (if appropriate…or at 12 months)
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