Induction Checklist
	
	Date completed
	Mentor initial
	Inductee initial
	Comments if applicable

	1st day of employment
	
	
	
	

	1st on job day
	
	
	
	

	2nd on job day
	
	
	
	

	3rd on job day
	
	
	
	

	4th on job day
	
	
	
	

	1st checklist point
	
	
	
	

	5th on job day
	
	
	
	

	2nd checklist point
	
	
	
	

	6th on job day
	
	
	
	

	7th on job day
	
	
	
	

	3rd checklist point
	
	
	
	

	8th on job day
	
	
	
	

	9th on job day
	
	
	
	

	4th checklist point
	
	
	
	

	10th on job day
	
	
	
	

	11th on job day
	
	
	
	

	12th on job day
	
	
	
	

	5th checklist point
	
	
	
	

	Meeting with Management representative
	
	
	
	

	1st visit on own checklist
	
	
	
	


I acknowledge that all items as marked complete above have been addressed and that the inductee is now competent in those items.

Yes
- Complete Appendix 4


No – Continue with induction process

Date: 



   Recruitment Manager Signature: 





Induction Checklist cont…

	
	Date completed
	Mentor initial
	Inductee initial
	Comments if applicable

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day


	
	
	
	

	___ on job day


	
	
	
	

	___ on job day


	
	
	
	

	checklist point
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	checklist point
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	checklist point

	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	___ on job day
	
	
	
	

	checklist point

	
	
	
	

	Meeting with Management representative
	
	
	
	


I acknowledge that all items as marked above, have been addressed and that the inductee is now competent in those items.

Yes
- Complete Appendix 4


Date: 



   Recruitment Manager Signature: 





No – Future plans for continued induction: 












































Daily task checklist
	Date
	Tasks
	Signed off / dated once complete*

	1st day of employment
___/___/___
	· Meet with Managing Director or Recruitment Manager to discuss employment details, eg diary

· Meet training team where applicable

· Meet with Multi-media representative:               

staff forum www.owfc.com.au/staff 

online calendar

email address issued 

browse website: www.owfc.com.au 

· Read: 

Staff training handbook 

Training information handbook

Training marketing material 

Familiarise self with quality manual

Roles of the various players – Appendix 3

AQTF standards discussed:
http://www.training.com.au/aqtf2007/  

Learner log book

Learner Communication book

· Put together a blue trainer folder as per master copy

· A mentor/senior trainer will be assigned and introduced to new trainer: 

      _________________________________________


	

	1st on the job day

___/___/___


	· Meet with mentor 15 min prior to scheduled visit:

Collect & check books for days appointments

Check appointments/messages for day

Take mobile phone and write up in white board which phone is 
      being taken

· Whilst in car discuss with mentor:

Purpose of on the job training 

Trainers role in assessing on the job training

View a participant’s pile of documents for the day, including:                   

      Learner Communication book, training plan, competency          

      package received, log book if available.

Ask any questions you may have whilst in the car. This time is                     

      used as training time for you.

· At centre visit, you will be observing mentor sitting side by side as mentor talks to you about trainer’s role.

· You will be introduced to the centre’s coordinator/director and learner.

Name of 1st centre attended: 

_____________________________________________________

Coordinator/Directors  name: ___________________________

· During visit:

       Identify what you have observed during the visit:

 What did you observe from your mentor about your role as a   

       trainer/assessor on the job: _____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________  

_____________________________________________________

_____________________________________________________

What did you observe from your mentor about establishing  

      professional relationships with participants and employers:

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________ 

_____________________________________________________  

_____________________________________________________

· Identify which documents you observed in today’s visit

Learner Communication book

Training plan

Log book

Contracts (any)

Other (please list) _________________________________

___________________________________________________

___________________________________________________

· Questions to ask your mentor while in car or as applicable

What is an AAC?___________________________________

What are the eligibility criteria for a funded traineeship?

____________________________________________________

____________________________________________________

____________________________________________________

What are our training fees? How are these paid? How often?

____________________________________________________

____________________________________________________

____________________________________________________

Other: ____________________________________________

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

· Back at Centre

      Mentor will discuss process of:

Completing follow ups

Placing visit books and training plans into ICARE (Discuss what   

      ICARE is)

ICARE is: _____________________________________________________

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________  

_____________________________________________________ 


	

	2nd on the job day

___/___/___


	· You will be working along side of your mentor today

· Look back over your first visit and identify anything that you have not been able to observe or ask your mentor. (List below)

______________________________________________________

______________________________________________________

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

 _____________________________________________________

· Do you know the answers to these questions?

What does AAC stand for? _____________________________

If a participant has worked at their current place of  

      employment for 4 months part time, are they eligible for a  

      funded traineeship? Yes   No   Why? 

_____________________________________________________ 

_____________________________________________________ 

What are our training fees for a Diploma traineeship? $______

What are our training fees for a Self funded Certificate 3  

      participant? $_________

Talk to your mentor about the National Training package,     

      what it is and where it is located

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________


	

	3rd on the job day

___/___/___


	· You will be working along side your mentor today concentrating on the learner’s LOG BOOK
· You will be able to write appropriate comments into a learner’s log book under the guidance of your mentor

How did you go writing your first comment into the log book? 

Confident   Nervous  Unsure

Re-write below a log book comment you wrote at today’s visit:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

Mentor comment/feedback about writing log book comments: ___________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________


	

	4th on the job day

___/___/___


	· You will be working along side your mentor today concentrating on the learner’s VISIT BOOK
· You will be able to write appropriate comments into a learner’s visit book under the guidance of your mentor

How did you go writing in the learner’s communication book for the first time? 

Confident   Nervous  Unsure

Do you understand all of the requirements for writing into every section of the visit book? 

√ Tick where you have an understanding and

X Cross where you need to gain more understanding

Competency commenced

Progress v Training plan

Work handed in

Visit Signatures x 3

Off line time

Fee due

Competency pages removed from log book/ log book taken

Follow up messages

Training taken place

Discussed

Handed back

General comments


	

	
	Mentor comment/feedback about writing in learner communication book: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

√ Tick, initial and date where you have seen this section being documented in the visit book:

Competency commenced

Progress v Training plan

Work handed in

Visit Signatures x 3

Off line time

Fee due

Competency pages removed from log book/ log book taken

Follow up messages

Training taken place

Discussed

Handed back

General comments


	

	1st Checklist Point

___/___/___


	· Are you aware of what the AQTF standards are? What are they? ___________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 


	

	
	· Have you read and are familiar with:

OWfC Quality Policies & Procedures  

    - Who is OWfC’s current quality controller? ____________________________________________________

Our Mission

Our Vision

Our Equal Opportunity Policy

Our Code of Practice

ATTP Standards

PETP Standards


	

	5th on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:


	

	2nd Checklist Point

___/___/___


	Where is the Training Package located? __________________

_____________________________________________________

What is it’s purpose? _________________________________ 

_____________________________________________________ 

_____________________________________________________ 

Who is our OHS Representative? ________________________

Do you have any questions in relation to the requirements for            

      traineeship eligibility? (Write below and ask mentor or   

      management team member.)

____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________

· Are you familiar with the following quality policies? (Identify what each policy is titled)

4.5 ____________________________________________

4.8 ____________________________________________ 

4.11 ___________________________________________ 

4.14 ___________________________________________ 

4.15 ___________________________________________ 

4.17 ___________________________________________ 

4.18 ___________________________________________ 

4.20 ___________________________________________

· Identify any of the above policies that you need more information about:

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 


	

	6th on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:


	

	7th on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:


	

	3rd Checklist Point

___/___/___


	· Are you familiar with other related legislation as per procedure 3.6 

Yes     No 

List 5 of the relevant legislations:

1. _________________________________________________ 

2. _________________________________________________

3. _________________________________________________

4. _________________________________________________

5. _________________________________________________

· Are you familiar with our obligation to recognise qualifications and statements of attainment issued by other RTO’s.

Yes     No 

· What is your understanding of competency based training?

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________  


	

	8th on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:

Is trainer ready to split at a centre to observe participant?

Yes     No 


	

	9th on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:

Is trainer ready to split at a centre to observe participant?

Yes     No 


	

	4th Checklist Point

___/___/___


	· How well can you read a training plan?

· Do you have any questions relating to a training plan? (Please list below and follow up with mentor or management representative.) ____________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________


	

	10th  on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:

Is trainer ready to split at a centre to observe participant?

Yes     No 


	

	11th  on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

· Trainer and mentor establish a future plan:

Is trainer ready to split at a centre to observe participant?

Yes     No 


	

	12th  on the job day

___/___/___


	· Discuss with mentor whilst driving to appointment current progress.

· Establish what aspects of on the job visits need to be further discussed and trained  today:
Writing in log book

Communicating with employers

Communicating with learners

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________ 

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________

· Trainer and mentor establish a future plan:

Is trainer ready to split at a centre to observe participant?

Yes     No 

Is trainer ready to split between 2 centres to observe  

      participant?

Yes     No 


	

	3 month appointment with Recruitment Manager
___/___/___


	· Discuss current progress 

· Discuss current expectations from both manager and trainer

· Discuss opportunity of enrolling into defensive drivers course

No  (trainer not wanting to attend)

Yes  (arrange appointment date) ______________________ 

http://www.bcl.com.au/melbourne/active/defensivedriving.htm 
· Other


	

	5th Checklist Point

___/___/___


	What stage is the trainer at?

Is trainer ready to split at a centre to observe participant?

Yes     No 

Is trainer ready to split between 2 centres to observe  

      participant?

Yes     No 

Is trainer ready to go to appointments on own?

Yes     No 


	

	1st Visit on own Checklist

___/___/___


	· Before leaving for appointment, check your books to make sure all have been packed

· Take work mobile and write onto whiteboard

· Check where you are going and check directions in melways

· Before entering the centre, read the learner’s communication book notes so you are familiar with the learner’s history

· Once at visit:

Greet and make yourself know to the coordinator or director

Greet and make yourself know to the room leader and  

      learner

Ask learner for log book when appropriate

Find an appropriate place to position yourself near  

      learner, being aware not to sit in 1 spot

During visit document observations into log book

Write into ALL sections of the learner communication book   

      remembering to write trained in…

Discuss with learner their progress of the visit as         

      per log book comments and learner communication book   

      comments

Get all required signatures where applicable

Catch up with room leader and director at the conclusion of  

      the visit to discuss learner’s progress

· Back at centre
Mentor/management representative to check days comments

Complete any follow ups

Place all visit books with training plans into ICARE tray

Make a note in the diary 2 weeks after this first   

appointment for your mentor to come out with you on   

an on the job visit.


	

	Mentor follow up visit on job
___/___/___


	· Mentor to go on an on job visit with trainer to observe:

Writing in log book

Communicating with employers

Communicating with learner

Writing in learner’s communication book

Trainer’s comments:                      

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

_____________________________________________________  

Mentor comment/feedback  comments: _____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 
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