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Staff Induction Policy

Purpose

The policy provides the framework for induction of new higher education staff and contractors by their
line managers at Metavision Institute. Metavision Institute is committed to ensuring that all staff
members are fully inducted and trained in the policy framework, the courses, and the organisational
structure and roles, to facilitate smooth transition and integration into the workforce.

Scope

This policy applies to the process of induction and orientation for all academic teaching staff and
contractors, and to all members of Metavision Institute’s higher education community involved in the
induction and orientation of new staff.

Relevant TEQSA Threshold Standards

This policy aligns with the requirements of sections:

Related HESF Domain Section | Standard

Domain 3: Teaching 3.2 Staffing

Domain 5: Institutional Quality | 5.3 Monitoring, Review and Improvement
Assurance

Domain 6: Governance and 6.1 Corporate Governance

Accountability

1. Policy

1.1 Following staff recruitment, selection and appointment of new staff members and contractors
by Metavision Institute, line managers will provide a comprehensive induction process
according to this policy.

1.2 A completed induction checklist (refer to Appendix one) is to be signed off by the line manager
by the end of the staff member’s or contractor’s first week of work, and stored in the new
starter’s records.

1.3 All staff are required to undertake mandatory professional development relevant to their roles.

2. Implementation

2.1 New staff members and contractors of Metavision Institute will be introduced to colleagues,
the head office and campus facilities, including kitchen and toilet facilities.

2.2 New staff and contractors will be informed of:
2.2.1  Work hours and meal breaks,

2.2.2 Workplace health and safety requirements and considerations for Metavision Institute’s
Head Office and Moss Vale campus,

2.2.3 Financial and payroll systems,
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2.2.4 How to apply for leave,

22,5 The policy framework in electronic form, including the Anti-Discrimination Policy,
Workplace Health and Safety Policy, Critical Incident Policy, Staff Performance Review
and Management Policy, and other staff-facing policies.

Academic staff members will be assisted to log into the learning management system to
familiarise themselves with curriculum in their teaching area and provided with training on the
use of Zoom web conferencing and other educational technologies for teaching and learning
functions.

New staff members and contractors are provided with Metavision Institute email addresses,
unique logons and authorised access to records as appropriate for their role. All staff and
contractors are expected to comply with the Records Management Policy, Intellectual Property
Policy and other relevant policies in their employment.

All student-facing staff must undertake professional development in identifying student
wellbeing and safety concerns according to the Student Support and Welfare Policy and
Student Disability Policy.

Staff must be trained on:
2.6.1 The designated member(s) of staff who is the official point of contact for students.

2.6.2 How to make referrals to academic or other support services to assist students in
meeting course requirements and maintaining attendance.

2.6.3 The Critical Incident Policy and procedures, including action and follow-up required in
the event of a critical incident.

264

3. Responsibilities

3.1 Governance Board
3.1.1  Approves changes to the Policy
3.2 Chief Executive Officer
3.2.1  Oversees the implementation of this Policy
3.3 Line Managers
3.3.1 Responsible for the induction of new staff members.
Definitions
Term Definition
Induction The process of introducing new staff members and contractors into

Metavision Institute by providing an overview of the history, vision,
mission, values, policies, organisational chart and roles, operations and
courses to provide a practical understanding of the position.
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Related Documents

Category

Documents

Policies

Academic Scholarship Policy

Anti-discrimination Policy

Critical Incident Policy

Workplace Health and Safety Policy

Records Management Policy

Staff Performance Review and Management Policy

Staff Recruitment, Selection and Appointment Policy

Student Support and Welfare

Student Disability Policy

Other

Referral Protocols and Timeframes

Version Control

Field

Detail

Document Title

Staff Induction Policy

Approved by

Governance Board

Version No. V1.2
Date approved March 2026
Replaces Version No. | V1.1
Next review due March 2029

Custodian

Chief Executive Officer
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Appendix One

INDUCTION CHECKLIST

Prior to the new employee starting work

Start planning early for your employee’s first day, as there are a few things you’ll need to organise.

Ensure you have:

|:| told the employee before their first day where, when and who they should report to
|:| Organised building and IT access

D a returned, signed copy of the employment contract

|:| a completed Tax file number declaration form (unless declined by employee)

|:| a completed Superannuation choice form

D the employee’s bank account details ['the employee’s emergency contact details
D a copy of any licences held by the employee needed for the job e.g. Drivers Licence

|:| given the employee a copy of the Fair Work Information Statement to sign and return

|:| if a working visa is required — a copy of the employee’s passport and visa

On the first day (or soon after)

To ensure your employee gets off to a good start, it's important that they feel welcomed, well-informed
and equipped to do their job.

Orientation and housekeeping:

|:| Introduce the new employee to other staff

|:| Show the new employee the kitchen/meal, toilet facilities and where to store personal items (bags,
jackets etc.)

Professional Development:

|:| Discuss professional development opportunities and requirements for the role.

Ensure you have:

|:| given the employee access to Metavision’s policy framework
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Discussed:

D the history of Metavision and its role

|:| who the employee reports to

|:| the employee’s duties and training provided

D performance expectations and the annual performance review

D hours of work and the procedure for recording hours of work

|:| meal breaks

D the applicable award or enterprise agreement, and where to find a copy

D the payment method, first pay date and how payslips are distributed

|:| workplace procedures including:
|:| procedure if the employee is sick or running late o procedure for applying for leave
D protocol regarding personal calls, visitors and/or use of social media at work

D completed a workplace health and safety induction
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