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New Employee Policy
Purpose
This policy document is to outline the procedure of onboarding new staff. It applies to all employees regardless of the employment level or status.
The purpose of this policy is to ensure that:
· Executives, managers and employees have a clear understanding of the requirements of this policy in relation to onboarding new employees;
· The business ensures that they are meeting all state, federal and local legislations with regards to record-keeping;
· Effective, efficient, and consistent management of employee records are maintained across the business. 
Scope
This policy applies to all executives, employees, and contractors of the business (referred to as staff in this policy)
Responsibilities
It is the responsibility of Management to ensure that:
· Staff, contractors and volunteers are aware of this policy;
· Appropriate controls are in place to ensure that appropriate application of this policy and
· Any breaches of the policy coming to the attention of management are dealt with appropriately.
It is the responsibility of all employees to ensure that they provide management with the appropriate documentation to ensure adherence to this policy. 
Employee Contract with formal cover letter
At the completion of interviews, when the business is ready to offer a role to a prospective new employee, the employer should provide an employee contract with a formal cover letter and position description along with a copy of the employee handbook to the prospective new employee.  
When providing an employee contract with formal cover letter, ensure that you are providing the correct information across the documents. 
The below documents have been created to complete separately and merge later to ensure accurate updated information across all aspects of the document:
· Formal Letter of Offer
· Company details including company name, address and ABN
· Date of offer (usually the date the letter is being created)
· Employees first and last name
· Employees Address 
· Position and Company name
· Employment award
· Date that document is required to be returned (usually 5 business days)
· Employment Contract
· Update the date of contract
· Schedule details
· Employee name and details
· Position
· Commencement date
· The industrial instrument (award)
· Location
· Schedule hours of work
· Pay
· Probation period
· Governing Law (state of legislation)
· Position Description
· Add the below sections of the position description document to the contract under Schedule B:
· Purpose of the role
· Key area of role
· Additional area of role
· Essential attributes
· Performance goals
Once the document has been merged, rename to Formal Employment Contract - {Employee Name}
The employee should be provided a reasonable amount of time to review the offer and request clarification if required on the position detailed in the document. When sending the document, ensure that it is a PDF version. If the employee accepts the offer, they should sign and date, returning within the requested timeframe detailed in the cover letter. 
Additional Documents
In addition to the employee contract, provide the employee a chance to review the employee handbook. They are not required to sign this document, but it will provide them with a comprehensive guide to the business they are looking to join. 
· Employee Handbook (latest version)
· No information is required to be updated for individual employees
· Fair Work Information Statement
· This document is a legal requirement, and is not required to signed
Executing the signed contract
Once the employee has signed the document, if they only return the signature page, ensure that you merge this page into the original document from your sent emails. The contract in its entirety, is to be sent to the Director to sign. The fully executed contract is to be saved in the employee file and a copy emailed to the employee’s personal email address for their records. Document should be saved as Employment Contract – {Employee Name} – 


SIGNED
When sending the executed contract to the new employee, include the following documents for them to complete. These documents can be completed prior to when they commence (preferrable) or on their first day as part of their induction.
Employee documents to be completed at start of employment: ensure you are using the latest version
· Employee Details
· Driver Declaration (if applicable)
· Tax File Declaration
· Staff Uniform Loan Agreement
Tracking employee documents
To ensure all required documents are received and the new employee has been set up with the required access, ensure you complete an individual copy of the employee, Employee Checklist. The document will require multiple people to undertake tasks, so save a copy of the document in the employee file and rename to Employee Checklist – {Employee Name}
Managing Documents
Documents should be created and name in accordance to the above suggestions, when a document is no longer relevant or a has been updated, the outdated version should be placed in an Archive folder within the existing folder. 
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