WORKPLACE INDUCTION / ORIENTATION

ATTENTION: Host Employer
It is expected that each student will be given an induction or orientation upon arrival, or prior to
attending their work placement. We understand that you may have your own induction processes

and ask as a minimum, the following should be included:

Note: Supervisor to tick each activity when completed, then sign below.

Demonstrate the activities undertaken by the organisation

Outline the management structure of the organisation

Discuss work behaviour requirements and expectations

Explain the dress standards applicable to the job and workplace

Demonstrate the safety requirements applicable to the job and workplace

Discuss relevant procedures in case of accident, emergencies, evacuation etc.

Show location of facilities, such as toilets, change room, kitchen or staff areas, etc.

Explain start and finish times, work breaks, work routines, etc.

Outline procedures to follow in the event of non-attendance

Introduce to staff with whom the student will be working
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Show who to talk to regarding any problems

This induction / orientation will help to ensure the safety of the student, as well as assist them to
make a quick and efficient transition into the workplace environment.

Industry induction / orientation completed:

Host Employer Name:

Position:

Signature:

Date of Induction / Orientation:




