[bookmark: _gjdgxs]INDUCTION FORM                                        <SALON LOGO>

Team Member Name: 					Date:					
Position: 											
Induction conducted by: 									

The purpose of an induction is to familiarise you with your role, surroundings and fellow team members. 

Please tick each section as it is explained, then sign the bottom of this form to acknowledge that this has been covered.

	Employment Forms (Send to Payroll)

	Letter of offer
Position description
New Team Member Form
Tax Declaration Form
Team Member Details form
Leave form (if pre-approved prior to commencement)
Drivers License (if driving company car)
Contract
	Received signed copy
Received signed copy
Received signed copy
Received signed copy
Received signed copy
Received signed copy
Received signed copy
Received signed copy

	◻
◻
◻
◻
◻
◻
◻
◻




	Company Information 

	Overview of (SALON NAME)
Products and customers, service expectations
Confidentiality
Rosters and Timesheets
	Manual & discussion
Manual & discussion

Manual
Manual
	◻
◻

◻
◻




	Workplace Tour

	Toilets
Fire escapes & emergency exits
Lunchroom & places to eat in the area
Parking/buses
First Aid
Meet the team

	Location
Location
Location & facilities
Location
Location of box 
Introductions
	◻
◻
◻
◻
◻
◻




	Salon Manual

	Review the Manual 
Policies and Procedures
Leave and who to call for sick leave
Expectations
Rosters & Timesheets
Mobile Phones

	Folder
	◻
◻
◻
◻
◻
◻



	Workplace Health & Safety 

	Fire evacuation

General housekeeping
Accident procedures
Storage
Manual handling (how to lift)
Material Safety Data Sheets

	Alarm sounds & what to do, assembly area 
Accident prevention
Procedures, forms & WH&S Officer
Location
Refer to general work guidelines
Location, instruction sheets
	◻

◻

◻
◻
◻
◻




	The Job (Using Position Description)

	Role explained
Clarify understanding and role relationships
Meetings
Priorities

	Review Position description

Compulsory
	◻
◻
◻
◻



	Equipment 

	Telephones & telephone procedure
Computer
Cash handling procedures

	Demonstrate


	◻
◻
◻
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