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Staff Development 
Human Resources Division

	Supervisors’ Induction Checklist

	

	Phase One – Pre-employment

	
	

	Activity
	Person Responsible
	Notes
	Sign Off

	Complete a Recommendation to Appoint form and send to Human Resources Division immediately selection decision finalised.


	
	
	

	Create an Induction File.


	
	
	

	Once acceptance of letter of offer confirmed, welcome by contacting and providing position description, arrival details, and information on the University and local workplace.


	
	
	

	Create Day One Induction Itinerary and post to new employee if possible.


	
	
	

	Remind appointee to bring completed appointment forms on first day.


	
	
	

	Organise IT Hardware and Software requirements.


	
	
	

	Complete workstation preparation, i.e. office cleaned, stationery available, and phone connection working.


	
	
	

	Let key people in local workplace and broader workplace know of appointment and starting date.


	
	
	

	Allocate time to spend with new staff member on first day.


	
	
	

	Appoint an administrative support person, contact, buddy or mentor.


	
	
	


	Phase Two – Arrival, First day

	
	

	Activity
	Person Responsible
	Notes
	Sign Off

	Introduce to staff and colleagues.


	
	
	

	Tour of department – local workplace, including all facilities, location and use of printer, photocopier and mail distribution. 


	
	
	

	Complete and return Confirmation of Commencement of Employment form 


	
	
	

	Take new staff member to designated campus location to hand in completed forms and get ID card.


	
	
	

	Inform ITS about appointment – submit Password request and establish email account.


	
	
	

	Enrol new staff member in relevant university induction and orientation workshops, e.g. Welcome to Monash; Introduction to University Teaching and any campus or faculty based welcome programs.


	
	
	

	Add appointee to Monash and departmental email, and phone listings as well as circulation lists.


	
	
	

	Hold welcome ceremony.


	
	
	

	Schedule and /or keep appointments with key contacts to explain their roles to the new staff member.


	
	
	

	Discuss your role and expectations as a supervisor.


	
	
	

	Arrange for new employee to view the Monash Employee Safety Induction CD, and receive a copy of the OHS at Monash pamphlet, the Environment at Monash pamphlet and the Monash Employee Safety Induction Summary and OHS Information sheet.
	
	
	

	Provide information on key personnel policies e.g. OHSE, Equity and Diversity, Privacy and conditions of employment. Refer to Workplace Policies and Procedures webpage.


	
	
	

	Provide information about IT use and how to find IT assistance. Demonstrate Monash website and Portal. Identify IT training needs e.g., MMS.


	
	
	

	Explain security, after hours access and other local workplace arrangements.


	
	
	

	Arrange for keys, swipe card, and parking permit as appropriate.


	
	
	

	Activity
	Person Responsible
	Notes
	Sign Off

	Plan work for the first week. Assign and explain initial tasks.


	
	
	

	Provide list of staff names, phone numbers and email addresses of departmental staff.


	
	
	

	Provide employee with details of departmental safety personnel and advise them of relevant emergency procedures including emergency contact number 333.


	
	
	

	Inform staff member that they should feel free to raise any OHSE concerns with you
	
	
	


	Phase Three – First Weeks

	
	

	Activity
	Person Responsible
	Notes
	Sign Off

	Follow up on appointments with key people including appropriate faculty or divisional management.


	
	
	

	Arrange tour of campus and key facilities e.g. Library.


	
	
	

	Provide information on university’s mission and goals and how department fits in. Provide with organizational charts and key planning documents.


	
	
	

	Explain and begin the academic or general staff performance management process as appropriate, with view to establishing Engagement Profile for academic staff member, or performance goals for general staff member.


	
	
	

	Clarify new employee’s role and responsibilities. Agree on goals for the first three months.

	
	
	

	Explain relevant filing and record systems, internal and external mail processes.


	
	
	

	Seek feedback during the first week to check that new employee is settling in.


	
	
	

	Schedule “catch up” meetings and inform of any other regular department or network meeting dates.

	
	
	

	Provide any necessary feedback on new employee’s approach to work.

	
	
	

	Introduce to any relevant staff networks or support groups.

	
	
	

	Diarise meeting date for end of new staff member’s probation period, if appropriate.


	
	
	

	Introduce new staff member to departmental safety officer, Occupational Health & Safety representatives and Privacy 
Co-ordinator, noting their role in issue resolution and committee structures.

· Complete Monash Employee Safety Induction checklist with the new employee.


	
	
	

	Arrange for new employee to complete the EO Online training program
	
	
	


	Phase Four – End of First Three Months

	
	

	Activity
	Person Responsible
	Notes
	Sign Off

	Provide formal feedback on performance.


	
	
	

	Address any issues related to new employee’s integration into the workplace.


	
	
	

	Identify relevant development and training needs.


	
	
	

	Decide whether to confirm appointment at end of designated probationary period (will vary).


	
	
	


This generic checklist has been developed in consultation with supervisors and staff.

Please provide feedback on its usefulness and your suggestions for improvements to

Staff Development staff.development@adm.monash.edu.au 
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