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STAFF INDUCTION POLICY AND PROCEDURES

1. Purpose
This policy ensures that all staff are properly inducted to be aware of their roles and responsibilities including
relevant compliance requirements.

2. Policy Statements

2.1 This policy ensures that all staff are introduced to Camberwell College and are aware of their role and
responsibilities when beginning employment with Camberwell College. The induction process is overseen
by the Chief Executive Officer, who will ensure the follow the procedures are followed when a staff member
is employed or promoted within the organisation (RTO) in a Management, Administration or Trainer /
Assessor role.

2.2 Camberwell College must ensure its staff members who interact directly with overseas students are aware
of the college’s obligations under the ESOS framework and the potential implications for overseas students
arising from the exercise of these obligations.

2.3 Camberwell College ensures its staff are informed of any changes to legislative and regulatory requirements
that affect the services delivered.

2.4 Camberwell College must implement this policy and procedure for the induction of its staff including its
trainers/ assessors/ teachers.

3. Scope
This policy applies to: All Camberwell College Staff
All staff are made aware of the requirements of this policy through staff induction, regular meetings, staff
updates and continuous improvement practices.

4. Procedures
4.1 Staff Orientation Management
e All staff employed by Camberwell College are to undertake the orientation program immediately upon
commencement of employment. The orientation is to be undertaken by the General Manager and the
management team and all steps are to be clearly explained to the employee.
e The GENERAL MANAGER shall ensure the following steps are undertaken for all staff as part of the

Orientation program.

1. An “Employment contract” is created by the GENERAL MANAGER, accepted and signed by the new
employee.

2. A Staff file is to be created for the new employee containing all information relating to the person’s
employment within the business, including a Position Description.

3. Alltrainers / assessors/ teachers are to also have a staff files created containing all information relating
to their ability to train/ teach and assess and for VET trainers/ assessors have a ‘Staff Skills Matrix’
completed indicating their qualifications and the units they are able to deliver and assess.

4. GENERAL MANAGER is to ensure an induction program is completed and a Staff Induction Checklist is
signed by a new staff member and placed in the Staff file.

SMEAG Australia Pty, Ltd t/a CAMBERWELL COLLEGE
Lv1, 318 King St Melbourne VIC 3000, Phone: +61 1300 794 230, Email: info@camberwellcollege.com.au
Web: www.camberwellcollege.com.au, CRICOS Code: 03718D ABN: 84 623 146 092
Staff Induction Policy and Procedures V1.0_July_2022 / PAGE 1



mailto:info@camberwellcollege.com.au
http://www.camberwellcollege.com.au/

CAMBERWELL -

COLLEGE

5. All trainers / assessors/ teachers/ other staff are to also ensure they have signed the staff induction
checklist.

4.2 Staff Induction Checklist

All staff is to be guided through an induction program by the staff member’s manager and should be completed
within timeframes as indicated within the checklist.

5. Related Standard
This policy/procedure supports ‘Standard 8.5” of the ‘Standards for Registered Training Organisations (RTOs)
2015, ‘Standard 6.7’ of the ESOS National Code 2018 and ‘Standard 6.8’ of the ELICOS Standards 2018.

6. Related Documents/Forms
e Camberwell College Trainer/Assessor Staff Skills Matrix Template
e Staff Professional Development Planning Form
e Staff Induction Checklist
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