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INDUCTION CHECK LIST    
Name:                                                                                                                                                       

Date:

The primary aim of this induction is to welcome you to the farm and allow you to meet many of people who you will be working with. We also want to give you an overview of who fits in where & how things happen at City Farm.

	What
	Who With
	When
	Done
	Date

	Management 


	
	

	Roles and responsibilities 
	
	
	□
	

	Employment Agreement

         
	
	
	□
	

	Northey Street City Farm Association Rules
	
	
	□
	

	Five year Plan
	
	
	□
	

	Policy Manual
	
	
	□
	

	WorkCover Procedures 
	
	
	□
	

	Workplace Health & Safety OH&S Policy of the project. Safety equipment.
	 Workplace Health & Safety Officer
	
	□
	

	Communication
	
	
	□
	

	Confidentiality
	
	
	□
	

	Dispute Resolution Policy
	
	
	□
	

	Reporting Arrangements
	
	
	□
	

	Performance Reviews
	
	
	□
	

	Evaluation of program and outcomes 


	
	
	□
	

	Training & Supervision

	
	
	□
	

	Library resources & procedures
	
	
	□
	

	Organisational Structure


	

	Teams Structure & employees
	
	
	□
	

	Team Annual Plan
	
	
	□
	

	Volunteers & New Farmers Manual
	
	
	□
	


	Administration:
	
	

	Administration.
	
	
	□
	

	Access to phones, fax, email, web & computers
	
	
	□
	

	Communication: eNews, newsletters, noticeboards, displays, signage
	
	
	□
	

	Farm storage & filing
	
	
	□
	

	Vehicle Usage
	
	
	□
	

	Time Sheets and Payroll Forms
	
	
	□
	

	Reimbursement Procedure
	
	
	□
	

	Personal Details Form
	
	
	□
	

	Access & Security
	
	
	□
	

	Food, Lunches & Kitchen usage
	
	
	□
	

	Waste storage & Processing
	
	
	□
	

	Contact List & Emergency Numbers
	
	
	□
	

	Database
	
	
	□
	

	Annual Calender
	
	
	□
	

	Keys & Register


	
	
	□
	


	People


	

	Tour of the Farm
	
	
	□
	

	Welcome Dinner
	
	
	□
	

	Attend different meetings
	
	
	□
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