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TRAINEE/APPRENTICE INDUCTION
CHECKLIST


Please use the following guide to plan for a new Trainee/Apprentice. The completed form is to be sent to Organisational Development upon completion of the induction activities.


	Trainee/Apprentice Details

	Name
	     

	Dates
	Commenced:      
	Induction completed:      

	Department
	     

	Inducted By
	Name:      
	Signature: 



	Team Leader / Supervisor Checklist (please tick appropriate column)

	Yes
	N/A
	[bookmark: _GoBack]Planning for the Trainee/Apprentice

	|_|
	|_|
	Inform team members of the imminent arrival of the Trainee/Apprentice

	|_|
	|_|
	Appoint a ‘buddy’ and brief them

	|_|
	|_|
	Arrange workspace including basic stationery

	|_|
	|_|
	Arrange a security pass 
The Source > Purchasing, Ordering and Booking

	|_|
	|_|
	Arrange a network login 
The Source > IT Request Portal 

	|_|
	|_|
	Develop an induction plan. During the early days it is important that there is a structured induction program and that clear objectives are set for the first 30 or 90 days, to ensure everyone understands what it is that has to be achieved

	|_|
	|_|
	Develop a work plan (including objectives, measures and expectations) for the first three months

	|_|
	|_|
	Identify any relevant Standard Operating Procedures (SOP’s). Make a copy and set time aside in the first week to go through these with the Trainees/Apprentice. Order standard Personal Protective Equipment

	|_|
	|_|
	Allocate time in your diary to spend with the Trainee/Apprentice on the first day

	|_|
	|_|
	Include items for local area induction here:














	Yes
	N/A
	First Day

	|_|
	|_|
	Ensure someone meets and greets the Trainee/Apprentice at the designated time

	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	Introduce to team members and other relevant staff

	|_|
	|_|
	Issue relevant Personal Protective Equipment

	|_|
	|_|
	Sight and record number and expiry date of any relevant certificates or licences required (i.e. to operate equipment) Record details and expiry dates in the Payroll system
Contact Payroll on 8571 5122 to arrange access

	|_|
	|_|
	Provide an overview of work/tasks to be involved in

	|_|
	|_|
	Inform the trainee/apprentice who to notify if they are going to be late or absent

	|_|
	|_|
	Obtain emergency contact number/s from Trainee/Apprentice

	|_|
	|_|
	Ask the student to read through the booklet “Safety Starts with You” 
The Source > Health and Wellbeing > OHS and Risk

	|_|
	|_|
	Explain REACH characters and what CGD aspire to everyday. The reach characters are found on The Source > Health and Wellbeing > REACH  

	|_|
	|_|
	Take a tour of the building, point out location of building exits, fire extinguishers, first aid room/kit, toilets, kitchen, OHS Reps, Wardens etc

	|_|
	|_|
	Demonstrate how to operate the phone and photocopier

	|_|
	|_|
	Where possible, arrange morning tea or lunch with immediate team members

	|_|
	|_|
	Issue security pass 

	|_|
	|_|
	Order a photo ID badge
The Source > Purchasing, Ordering and Booking

	|_|
	|_|
	Confirm start/finish/break times

	|_|
	|_|
	Have a review at the end of the day to discuss any questions or issues that may have arisen 

	|_|
	|_|
	Explain structure of work area, including roles & responsibilities of key staff

	|_|
	|_|
	Explain how the Trainee/Apprentice’s work fits into the overall structure and links to work of others in the department

	|_|
	|_|
	Show the Trainee/Apprentice how to use The Source, including the online directory and org chart search facilities

	|_|
	|_|
	Check that the Trainee/Apprentice has booked into the Corporate Induction Program.
Please call Organisational Development on 8571 5105 to check if booked in 

	|_|
	|_|
	Discuss completion of timesheets and advise them who can sign off

	Yes
	N/A
	First Week

	|_|
	|_|
	Familiarise Trainee/Apprentice with Motor Vehicle Code of Practice (if driving a Council vehicle, include pool cars)
The Source > Governance Information > Corporate Policies, Procedures and Codes

	|_|
	|_|
	Explain incident, accident and hazard reporting process and where to locate forms

	|_|
	|_|
	Discuss Position Description. Explain position expectations, standards and measurements

	|_|
	|_|
	Organise training in CGD processes/systems

	|_|
	|_|
	Catch up at the completion of each day to review progress, discuss concerns or respond to queries

	|_|
	|_|
	Ask the Trainee/Apprentice to read through the booklet “Code of Conduct” booklet (for information) 
The Source > Governance Information > Corporate Policies, Procedures and Codes

	|_|
	|_|
	Ensure the Trainee/Apprentice completes all assigned online learning modules in PULSE.  A link will have been sent to you containing the link to the relevant training modules and login instructions.

	|_|
	|_|
	Document and agree on work goals (expectations for the first three months)

	|_|
	|_|
	Catch up with the ‘buddy’ during the week to discuss issues/progress

	Yes
	N/A
	First Month

	|_|
	|_|
	Regularly monitor progress towards work goals and expectations. 

	Yes
	N/A
	Note your diary to action on Trainee/Apprentice Last Day

	|_|
	|_|
	Catch up and sign off any Trainee/Apprentice documentation 

	|_|
	|_|
	Collect security pass and return to Building Maintenance (if applicable)

	|_|
	|_|
	Ask IT to cancel network login (if applicable)



Please return to Organisational Development
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