Staff Induction for Kitchen, Bar, Front of House Staff

Name _______________________ Position: _________________ Date commenced: __________

Welcome to this company. During the next few days we will give you information about your job and our company policies so that your first weeks here will be efficient, enjoyable and productive. The person who will be looking after your induction is ____________________.

Make sure you know when they are working so you can contact them if you have questions that others can’t answer.

1. Things you need to do at the beginning:

· Sign your Letter of Appointment or Contract

· Fill out the Essential Staff Information form with all your details

· Fill out Tax Forms

· Fill out Banking forms, Superannuation and insurance forms

· Read and review the Staff Manual and any Staff Rules. Discuss them with the person handling your induction and then sign the acknowledgement.

· Review your Job Description with the person who is in charge of your department

· Meet the senior staff and the other people you will be working with

2. Things you need to get:

· Uniform

· Staff Manual 

· Your roster or work schedule (and where to find it in future)

· Keys, passwords and access codes

· Locker access

· Emergency information and contacts

· Information on: Parking, Dress Code and other information not in Staff Manual

3. Things we will show you:

· Tour of the business and the building

· Emergency Exits and other safety information

· Where to catch public transport, find a bank, useful local shops

· Menus and product information

· How to use the POS, cash register, phone system or any essential equipment 

· How equipment works and instruction manuals

· How to do your job! You will be shown how to do your job according to our methods and where to find instruction manuals. Take your time and ask plenty of questions!

4. Things you need to know about:

· How the business is organised – company structure and some history

· Company vision and future direction

· How your Job Description fits with company goals

· Key information in the Staff Manual – meal and rest breaks, smoking areas, grooming and appearance, use of the telephone, who to call about lateness or absence

· Outline of your training and induction into the job 

· Your probationary period – how long it is and how we review your progress 

· Pay day and pay arrangements

Thank you – it’s great to have you working with us!
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