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1. Introduction

Induction is the process of helping new employees to settle into a new

job/role as soon as possible by becoming familiar with not only the service

area/profession to which they have been appointed but also the organisation as a whole.
2. Scope
This policy applies to all new staff, including casual staff and is to be adhered to by all Supervisors and Managers responsible for new staff members.
3. Objectives

The objective of this policy is to ensure:-

a) that all new employees receive timely and appropriate information, instruction and training to enable them to understand the organisational context of their job and to undertake that job without risk to the health or safety of themselves or others. 

b) that new employees receive information to enable them to understand their rights and responsibilities under relevant legislation and CSU policies. 

c) that new employees are aware of relevant employment and other administrative procedures. 

d) that employees receive adequate and appropriate assistance and training in the performance of tasks not previously undertaken by them. 

4. Timing

This policy applies whenever a new staff member is employed within the Division.
5. References

Checklist for General HEW Staff  
Checklist for Casual Staff    

6. Responsibilities

Managers and Supervisors are to make themselves aware of the University’s formal Induction and Development Program provided by going to the Division of Human Resources and complete for each new staff member.

7. Method
The two internal checklists have been produced to complement the Division of Human Resources requirements and further assist Managers and Supervisors in ensuring the induction process has been completed successfully.  These checklists are to be completed and a copy forwarded to the Executive Director’s Office.
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