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Organisational Development

MANAGER/TEAM LEADER INDUCTION CHECKLIST


	
	Please use the following guide to plan and induct a new Manager or Team Leader. 
Name

     
Position

     
Commencement Date  


Probation end date (6 months)      
Reports to 

     
Checklist completed by

     
Recruitment Phase
Yes

N/A

     
     
Appoint a suitable buddy for the new manager/team leader and brief buddy of their responsibilities

     
     
Consider whether any specific development or training needs were identified during the selection process.  Start to draft a 12 month work plan & include these training/development needs in the plan.  Liaise with OD to ascertain suitable training solutions

     
     
Liaise with Team Leader OD to provide ‘local information’ required for inclusion in the formal contract or offer of employment (as appropriate)

Planning Phase

     
     
Contact new arrival – confirm start date, provide name & contact details of buddy.  Book a time to meet for a coffee/chat (preferably offsite) to discuss Organisational culture, context of position within organisation, challenges of the position, provide an honest assessment of all issues surrounding the position

     
     
Commence development of a formal Induction Plan
     
     
Re-familiarise yourself with the position description & role requirements

     
     
Consider the corporate systems checklist The Source > Working Here > Induction.  Book critical training with the appropriate system owner for all corporate system training required in the first month
     
     
Diarise weekly meetings in your diary to catch up with the new manager/team leader
     
     
Block out time in your diary in the first week to spend time with the new manager/team leader

     
     
Inform team members of the imminent arrival of the new manager/team leader
     
     
Book a 5-10 minute time slot for the new manager/team leader to meet with the Chief Executive Officer. 
     
     
Book a time for the new manager/team leader to meet with Directors and the CGD Management team.  Consider doing so at a management lunch or TTO meeting if timely. 

     
     
Arrange workspace, including basic stationery

     
     
Order an access security pass.  The Source > Purchasing, Ordering and Booking  
     
     
Arrange user ID and access to network (at least three working days prior to commencement) 

The Source > IT Request Portal
     
     
Identify any relevant Standard Operating Procedures (SOP’s).  Make a copy and set aside time in the first week to go through these with the new manager/team leader.  Order standard Personal Protective Equipment

     
     
Continue to develop the work plan (including objectives, measures and expectations) for the first 12 months (ensure a 6 month review is included), Use PULSE.
     
     
Determine level of authorities and delegations necessary for the position (e.g. planning, health & financial delegations).  Arrange for necessary documentation of required authorisation and delegations to be prepared for signature by new manager/team leader on the first day.  If CEO approval required, seek this approval prior to the new manager/team leader’s first day
Induction Phase (Note 100% of first week is to be spent on induction activities)
First Day

     
     
Include items for local area induction here:

     
     
     
New manager/team leader’s immediate supervisor to welcome the new employee.

     
     
Introductions to team members and other relevant staff

     
     
Introduce to buddy if no contact yet made

     
     
Take new manager/team leader through the formal Induction Plan

     
     
The new manager/team leader is to read through the booklet “Safety Starts with You” and discuss local emergency procedures & H&S issues with supervisor.  (New manager/team leader will complete online H&S induction in Week 1)
The Source > Safety, Health & Wellbeing
     
     
Take a tour of the building, introducing the new manager/team leader to local OHS Reps, building Emergency Wardens, location of building exits, fire extinguishers and first aid room/kit.  OHS Reps and Building Emergency Wardens to discuss emergency evacuation and first aid procedures

     
     
Discuss administration support available.  If the position does not direct administration support, demonstrate location & operation of the telephone, photocopier, fax, printer, etc.

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

     
     
Issue security pass for entry to buildings.  Provide advice on security, e.g. what access, what time doors are locked, etc

     
     
Submit Payroll forms to Payroll for processing.  Explain when new manager/team leader will be paid and local payroll/timesheet processes

     
     
Confirm start/finish/break times.  Confirm local area work arrangements such as RDO’s and overtime

     
     
Ensure any necessary authorisation and delegation documentation is signed and forwarded to Governance for attention

     
     
Order a photo ID badge by following the instructions in The Source > Purchasing, Ordering and Booking  (Note : You will need to wait until the manager/team leader receives his/her first pay before an Employee Number will be issued)

     
     
Take a copy of the manager/team leader’s Working with Children Check (where applicable).  Sign and send this copy to OD for recording and filing

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

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

     
     
Explain how the employee’s work fits into the overall structure and links to work of others in the department 
     
     
Show the manager/team leader how to use The Source, including the online directory and org chart search facilities

     
     
Check if the employee has booked into Corporate induction program. Further information can be obtained from OD on ext 5105.
First Week
     
     
Meet with available Directors/Managers

     
     
Commence training in Corporate Systems as identified in the Corporate Systems checklist The Source > Working Here
     
     
Familiarise manager/team leader with Motor Vehicle Code of Practice (all employees who may drive council vehicles, including pool vehicles).  Have manager/team leader sign & return acknowledgement form to Fleet Business Unit Leader.
The Source > Governance Information > Corporate Policies, Procedures and Codes
     
     
Document & agree upon work goals (expectations for first six months).  Probation process discussed
     
     
Catch up at the completion of each day to review progress, discuss concerns or respond to queries

     
     
In PULSE, complete online Induction Module 2 “Workplace Safety Starts with You” and discuss.  Please note, upon notification of the new starter by IT, OD will email a link to the new starter

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

First Month

     
     
Regularly monitor progress towards work goals and expectations.  Regularly meet with the new manager/team leader (at least weekly).  Discuss performance to date and document discussion.  Discuss any issues preventing the employee from meeting expectations and document remedial actions. 
End of Two Months

     
     
Regularly monitor progress towards work goals and expectations.  Regularly meet with the new manager/team leader (minimum fortnightly).  Discuss performance to date and document discussion.  Discuss any issues preventing the employee from meeting expectations and document remedial actions. A staff member from OD will contact the supervisor to check progress and to discuss any concerns

     
     
Explain Council’s Volunteer/Ambassador Program (see Trish Roche for all community activities requiring volunteers).
End of Six Months

     
     
End of probation period.  Employment to be confirmed, ended or an extension of the probation period may be considered.  No action to be taken prior to discussions with OD

     
     
In PULSE develop Performance Development Plan (PDP) for the next 6 months.  Ensure the Leadership Competencies are also actioned.

Review Phase 
Organisational Development Responsibilities
     
     
OD will carry out a short survey/debrief with the new manager/team leader to gauge effectiveness/satisfaction with Induction process.  This will be done within 6 months of commencement

     
     
Induction Process will be reviewed/amended as required on balance of feedback

     
     
Provide feedback to Director/Manager where appropriate

Director/Manager Responsibilities
     
     
Review induction process at next regular catch up.  Include discussion with buddy

     
     
Advise OD of any improvement opportunities identified for the Induction Process

The completed form is to be sent to Organisational Development at the completion of the induction activities for the employee’s personnel file.
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