Share & Care Community Services Group Inc Policy and Procedure Manual


Policy


Induction Checklist
Date Effective
May 2002
Date Renewed
Employee’s Name: ____________________________________ Starting Date: ______/______/______

Department: _________________________________________ Position: _______________________

INTRODUCTION



CONDITION OF EMPLOYMENT

History of the Organisation


Full Time


Supply Printed Induction Book

Casual / Temporary / Part-Time

Probationary Work

TIME & WAGES RECORD




Confirm Rate of Pay, Pay Time



and Method




BENEFITS AND AMNITIES

Completion of Personal Details

 

Bank Account Number


Protective Equipment




Method of Time Recording


Staff Facilities











First Aid, Medical





DEDUCTIONS



Superannuation Scheme



                                                                       Security / Safety / Fire


Tax File Number








Credit Union

Income Tax Rebate



INTRODUCTION TO RELEVANT STAFF

Health Insurance

Hospital, Medical, Ambulance

Administration Manager








Receptionist
HOURS OF WORK

Start & Finish Time



POLICIES


Overtime & Toil






Lunch & Meal Breaks



Confidentiality









P & P Manual Instruction






LEAVE












Annual Leave




Employment Agreement



Sick Leave




OS&H Policy & Procedure


Long Service Leave




Bereavement / Compassionate


TOIL

Public Holidays

We_________________________and____________________________discussed the above matters 

     

  CEO

                        
         New Employee
and a copy of the Induction Book has been given to me.

Date: _____/_____/_____ Signed________________________ and __________________________





                   CEO

                                       New Employee
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