Induction Survey Form


Staff member 

______________________________________________________

Date Started

____  /  ____  /  ____

Company

______________________________________________________

To Be Completed at the End of the induction program

Please rate the following statements from 1 – 5 using the following scale

	1
	2
	3
	4
	5

	Missed completely
	Left a lot to be desired
	Partially met expectations
	Met expectations
	Exceeded expectations











Circle Your Response

	· I was made to feel welcome
	1
	2
	3
	4
	5

	· I was introduced to other members of my team
	1
	2
	3
	4
	5

	· My manager paid attention to me and welcomed me
	1
	2
	3
	4
	5

	· My induction seemed well planned
	1
	2
	3
	4
	5

	· Employee benefits were explained the first day
	1
	2
	3
	4
	5

	· My office or work station was set up and fully operational.
	1
	2
	3
	4
	5

	· I received a tour of the workplace
	1
	2
	3
	4
	5

	· All the necessary paperwork and forms were available and I received assistance in completing them properly
	1
	2
	3
	4
	5

	· I learned about the company’s history and future plans
	1
	2
	3
	4
	5

	· My manager reviewed my job description with me
	1
	2
	3
	4
	5

	· I met people from other teams
	1
	2
	3
	4
	5

	· I was given a specific job assignment along with the necessary training 
	1
	2
	3
	4
	5

	· Employment policies were explained to me
	1
	2
	3
	4
	5

	· The IT / telephone / email / scanning / filing systems were explained to me 
	1
	2
	3
	4
	5

	· I was given a “buddy” who assisted me to integrate into the business.
	1
	2
	3
	4
	5

	· I had opportunities to ask questions and understand systems and processes.
	1
	2
	3
	4
	5

	· I was shown were to find all Workplace Health and Safety information.
	1
	2
	3
	4
	5

	· The values / culture / “the way we do things around here” of the business were explained to me.
	1
	2
	3
	4
	5

	· I feel like a member of the team 
	1
	2
	3
	4
	5


What information and activities assisted you during your induction with us?

What information could have been provided to make the induction process easier?

What activities e.g. training/information session could have been arranged to make the induction process easier or more relevant?
Any suggestions for the improvement of the induction program?

Staff Signature _________________________________________________

Date


____________  /  ______________  /  _____________
This completed form is to be retained with the Staff Members Personnel file.
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