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Standard Practice Commencement of Employment Procedure
The Chief Executive Officer is responsible for the following when a new employee is appointed.

Employee Personal Record File is retained in a locked filing cabinet in the Chief Executive Officer’s Office containing the following:

1. Candidate’s original letter of application for the vacant position

2. Candidate’s resume

3. Questionnaire and Response Form used during the interview

4. Standard offer of Employment letter

5. Candidate’s acceptance letter

6. Agreement of employment specifying all the terms and conditions of employment is signed by the new employee and signed by the Chief Executive Officer

7. Final probationary Review Form.
The following will be included at later dates:

1. Orientation checklist
2. Annual Performance Management

The Employee Personal Record File is strictly Private and confidential and is accessed by the Chief Executive Officer and Financial Controller only.

Employee Salary Record File contains the completed forms to be retained by the Administration Officer.

1. Employee Personal Details

2. Authority to deposit  wages

3. Authority to deduct wages

4. Employees record of Equipment and vehicle use

5. Employment declaration form completed and forwarded to the Australian Taxation Office by the Administration-Personnel Officer

6. Superannuation Fund Application Form

7. Record of leave of absences

The following will be included at later dates:
1.       Application for leave of absence 

2.      Notification for incremental Progression Payment

3.      Training record

The Employee Salary Record File is strictly confidential and is accessed by the Financial Controller and Administration Manager.

Employee Induction Manual

The Chief Executive Officer will complete Induction with the new employee.

All newly appointed employees will be supplied with the Employee Induction Manual by the Chief Executive Officer after induction.

Orientation

The Program Manager has the responsibility to:

1. Introduce the new employee to the program and off-site premises

2. Provide the new employee with at least one (1) week of supervised orientation
3. Complete the Orientation checklist with the new employee and return to the CEO within three (3) weeks
4. Introduce new employee to existing program staff

5. Provide a mentor for the new employee
6. Ensure new staff has the time to read both the S&C and Program manuals

7. Ensure the new staff is aware of where they can find the award they are employed under, program notice boards, chain of command within the program and any emergency numbers they may need.
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