INDUCTION Checklist 

for workers
Have all new employees & voluntary workers been:
· Provided with a property plan showing the name and location of staff where appropriate?


· Introduced to other staff members and voluntary workers?


· Advised of the locations of toilets and other facilities?


· Given details of First Aid facilities provided?


· Provided with a copy of the church’s Emergency Response Plan?


· Shown the location of fire fighting equipment?


· Provided with copies of site specific Work Health and Safety documentation?


· Had the meaning and use of hazard and incident report forms explained to them?


· Provided with opportunity to ask questions related to Work Health and Safety matters?

Explain your church: 

( Structure 
( Mission/Vision Statement
( Demographics
( Types of ministries 
Show your work environment: 

( Car parking 
( Eating facilities 
( Phone / message collecting system 
( Toilet facilities 
( Work station, tools & equipment
Introduce key people & their roles: 

( Leadership Team

( Supervisor 

( Co-workers

( Duty of Care Officer, First Aid Officer & Fire Wardens 

( Payroll / Admin / HR Staff

( Relevant BUV contacts
Explain their employment conditions: 

( Job description and responsibilities

( Leave entitlements 

( Notification of sick leave or absences 

( Out of hours enquiries & emergency procedures 

( Time recording procedures 

( Work times and breaks
Explain their pay: 

( Name & conditions of award/agreement ( Pay arrangements incl reimbursements

( Superannuation 

( Taxation and any other deductions (including completing the required forms)

( Credit Card / EFT/ Cheque policy
Explain the policies & procedures on: 

( Environmental management 

( Equal employment opportunity 

( Quality management 

( Sexual harassment

( Violence and bullying 

( Drug and alcohol misuse  

( Others
Show your workplace health and safety environment: 

( Emergency procedures, Exits, Fire Extinguishers & Assembly Areas

( First Aid Kit and room (if applicable)

( Information on workplace hazards and controls 

( Safe use and storage of hazardous substances, including material safety data sheets 

( Safe use and storage of personal protective equipment 

Explain your workplace health and safety administration: 

( Who to speak to about safety concerns 

( Incident reporting procedures, including where to find reporting forms 

( Policy and procedures 

( Roles and responsibilities 

( Workers Compensation Claims Process and Rehabilitation

Explain your training: 

( First Aid, Fire Safety & Emergency Procedures training 

( Hazard-specific training (e.g. manual handling, hazardous substances) 

( On the job training in safe work procedures 

( Job-specific training (e.g. if a license, police check, Working with Children Check or permit is required) 

Explain your security: 

( Procedures for the workplace buildings

( Operation of electronic security system

( Cash handling

( For each worker and for their personal belongings

Checklist for Induction of New Leaders / Helpers

Ensure you have:

· Been given, completed and returned the Working with Children Check Form;

· Attended our Working with Children training;

· Been given, completed and returned the Safe Ministry Check and the Specific Leadership Role Interview Form;

· Attended an interview with the Working with Children interview team and received approval by the church leadership to commence ministry;

· Been given a copy of the Leadership & Conduct Covenant and have signed and agreed to this covenant;

· Attended a Safe Ministry workshop (as endorsed by the Safe Church Training Agreement) or committed to do so in the first 12 months of ministry

Conducted by:
_______________________
Signature:

_______________________
Date:


________________________
Worker:

________________________
Signature:

________________________
Date:


________________________
