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 INITIAL INDUCTION CHECKLIST
Name of Employee:________________________Commencement Date:__/__/____

If necessary an interpreter is to be used to ensure induction is clearly understood

Tick off items as they are covered

1. Introduction

· Welcome to the salon

· Put at ease- brief personal chat

· Check-can they read and understand English?

· Issue Induction Handouts Policy & Procedures of the Company/Business
2. Conditions of Employment
Modern Award /Enterprise Agreement
· Hours of work-shifts & rostered days off

· Wages and allowances- if applicable
· Pay procedures & time books
· Meal allowance and tea break times

· Warning and reprimand procedure

· Alcohol & Drugs policy 

· Seeking permission to leave site/salon

· Business open/close policy & procedures

· Salon training and business related courses 

· Sickness and absences; required procedures

· Confidentiality policy for clients, staff and employer thru all forms of medium

3. Welfare

· Obtaining information and help

· Urgent personal messages-incoming and outgoing

· Transport facilities and parking company and public

· How or where to obtain lunch if appropriate

· Canteen facilities if appropriate 

· Amenities and toilets

4. Safety

· Issue ‘Hair & Beauty SA Work Health Safety Guide’ (Provided in hard cover or from the Hair & Beauty SA website) 
· Issue safety handouts eg; equipment and plant.
· Issue, use and maintenance of personal protective equipment e.g. safety gloves, enclosed footwear, eye protection, apron etc.

· Housekeeping

· Fire alarm & evacuation procedure (cover all exit points)
· First aid location and procedure

· Reporting of ALL workplace injuries and hazards

· Testing of electrical equipment interference or abuse of safety equipment or protective devices not tolerated

· Provide staff with a written copy of the salon ‘Policy and Procedures’ or explain it to them.
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5. General  

· Any relative union steward in salon
· Designated WHS Representative- First Aid Officer
· Check current qualifications and site certificates of competency and or any relevant licenses. E.g. first aid certificates, qualifications and police checks
6. Tour

· Staff Room/Canteen etc

· Pay Office (Hair & Beauty Award must be accessible)
· Toilets/ Change room etc
· Parking or Public Transport location

· Evacuation assembly points

Induction given by:___________________________________________________
(Please Print Name In Full)
New Employee: _____________________________________________________
(Please Print Name In Full)

Parent/Guardian: ____________________________________________________

(Employees under 18)


 (Please Print Name In Full)

(Apprentices under 21)

Date___/___/_____
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