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		JOINING EMPLOYEE   NAME
	
	POSITION
	

	DEPARTMENT
	
	DATE OF JOINING
	
	DD/MM/YY




	

	Checklist Items
	Yes
	No
	Not Required
	Comments

	Office safety Induction completed. Including identification of first aid, fire warden, and emergency evacuation routines.
	|_|
	|_|
	|_|
	

	Has mentor has been identified for duration of orientation
	|_|
	|_|
	|_|
	

	Introduction to the Directors/ Senior Management.
	|_|
	|_|
	|_|
	     

	Has the Applicant been given the opportunity to appraise his or her own performance?
	|_|
	|_|
	|_|
	     

	Whether “gap analysis” and training requirements have been assessed.
	|_|
	|_|
	|_|
	

	Issuing of the following Equipment:
Laptop, 
Cell phone,
Parking bay token
Dedicated desk and working environment. Confirm satisfactory.
	|_|
|_|
|_|
|_|
	|_|
|_|
|_|
|_|
	|_|
|_|
|_|
|_|
	     

	The Company Induction Package given to the Inductee and the necessary forms filled in. All relevant documents such as OFFICE Policies and The Company Code of Ethics discussed.
	|_|
	|_|
	|_|
	     

	Introduction into the Office software packages including:
Microsoft Suite
Sharepoint
BASSnet
Lynda.com introduced and any additional software training identified
Introduction to Company IT Policy.
	

|_|
|_|
|_|
|_|

|_|
	

|_|
|_|
|_|
|_|

|_|
	

|_|
|_|
|_|
|_|

|_|
	     

	The SHEQ Hub introduced and pertinent parts identified within the SMS. Time frame agreed for SMS navigation and familiarization.
	|_|
	|_|
	|_|
	     

	The Emergency Response Centre shown to the Inductee and the Emergency Response process discussed with the Inductee
	|_|
	|_|
	|_|
	     

	Vessels type, principal particulars, Class, manning, flag requirements have been discussed.
	|_|
	|_|
	|_|
	

	Vessels trading areas, operations, cargo, owner and charterer’s requirement discussed.
	|_|
	|_|
	|_|
	

	Visits to vessels to gain first hand appreciation of the vessels and standards that exist within the Fleet.
	|_|
	|_|
	|_|
	     

	The Inductee’s immediate job description and short/medium and long term goals/KPI’s identified by senior management.
	|_|
	|_|
	|_|
	     

	Nominate a “Buddy” who is located close by and qualified to help with day to day queries.
	|_|
	|_|
	|_|
	

	Discuss company organogram with new employee and explain the various integrations / support structure.
	|_|
	|_|
	|_|
	

	Head of Department informed to monitor progress on monthly basis and document achievements in the employees historical records.
	|_|
	|_|
	|_|
	



	
Duties and Responsibilities.

	Checklist Items
	Yes
	No
	Not Required
	Comments

	Duties and responsibilities as per SMS OPM Chapter 5 Annex B
	|_|
	|_|
	|_|
	     

	Job specific SMS procedures and applicable documentation.
	|_|
	|_|
	|_|
	     

	Joining employee, accompanied by the departing employee, makes a walk-through to all pertinent Company’s departments, introducing him/herself to department heads and employees and familiarizing him/herself with the spaces of work as well as
Applicable hardware and software systems.
Libraries 
Files, documents, checklists, forms, etc.
All other job related documentation and material 
	|_|





|_|

|_|
|_|

|_|
	|_|





|_|

|_|
|_|

|_|
	|_|





|_|

|_|
|_|

|_|
	     



	Gap Analysis of issues identified during Induction and Orientation process:

	Issue description:



Remedial Action to be completed:


	

	

	Completion date.





	DATE FAMILIARISATION AND HAND-OVER COMPLETED
	
	DD/MM/YY
	



	REMARKS :

	

	

	



	Does the employee have the necessary experience and training to safely and efficiently carry out his duties?
	|_| YES
	|_| NO


If NO describe the additional required training in the appropriate Remarks Section
	JOINING EMPLOYEE NAME/CAPACITY
	
	SIGNATURE
	

	DEPARTMENT HEAD    NAME
	
	SIGNATURE
	

	FLEET MANAGER   NAME
	
	SIGNATURE
	

	DPA    NAME
	
	SIGNATURE
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