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Postgraduate Research Student Induction Checklist

	Name:
	

	Discipline:
	

	Supervisor:
	

	Postgraduate Coordinator:
	

	Degree:
	

	Commencement Date:
	


Instructions: This checklist is to be completed for commencing postgraduate students by the appropriate member of staff, in most cases the supervisor (or appropriate delegate). A copy of the completed checklist is to be sent to the Postgraduate Student Administration Unit and retained in the student file.

	Induction Activity
	(
	Person Responsible
	Date
	Comments
	Inits.

	Sign on

Provide local induction kit complete with map of the local campus, information on the discipline and its processes, a list of staff who are significant to the workplace.
	(
	Local Postgraduate Unit
	
	
	

	Criminal Record Check and Prohibited Employment Declaration (as required)
	(
	Supervisor
	
	
	

	Arrange for keys/swipe card to be allocated and signed for (where appropriate).
	(
	Supervisor
	
	
	

	Workstation
Organise appropriate office accommodation.
	(
	Supervisor
	
	
	

	Ensure appropriate ergonomic furniture.
	(
	Laboratory or office manager
	
	
	

	Organise computer, telephone and email.


	(
	Supervisor
	
	
	

	Organise stationery supplies
	(
	Supervisor
	
	
	

	Communication

Organise internet and telephone access


	(
	IT
	
	
	

	Ensure access and entry to Internal Directory


	(
	Student
	
	
	

	Introduce to local IT support staff


	(
	Supervisor
	
	
	

	Advise on external/internal mail process


	(
	Supervisor
	
	
	

	Establish e-mail address 


	(
	IT
	
	
	

	Introductions

Introduce to colleagues, in particular:

· Head of Discipline/Deputy Head

· Head of Research Area

· Appropriate administrative staff
· Other students
	(
(
	Local Postgraduate Unit

Supervisor
	
	
	

	Environment

Show location of emergency exits and assembly point, emergency information and procedures,

emergency equipment, e.g. first aid box, accident report forms and safety notice board(s).
	(
	Laboratory or office manager
	
	
	

	Ensure the candidate is made aware of the location of amenities (eg toilets, lockers, common room, food outlets, banks, post office etc)
	(
	Laboratory or office manager
	
	
	

	Safety and Security

Explain local safety procedures, including:
· Commitment to OHS

· Explain laboratory use and safe work procedures

· Health and safety policies and manuals

· Confidentiality and security standards

· Hazard reporting and risk assessment

· Personal responsibility

· Illness and accident reporting procedures

· Health monitoring and testing requirements

· Task specific safety training requirements

· Laboratory / workshop safety requirements

· OHS issue resolution

· Emergency procedures

· Introduce to key safety persons, eg.


safety officer, first aid officer,
	(
	Supervisor/Safety officer
	
	
	

	First Tasks

Assign and explain first tasks of project and standard of the degree.
	(
	Supervisor
	
	
	

	Introduce new student to people who can assist.


	(
	Supervisor
	
	
	

	Identify ethics issues and guide candidate with the  appropriate approval process
	(
	Supervisor
	
	
	

	Identify and declare all IP issues
	(
	Supervisor
	
	
	

	Work Culture

Reach agreement on contact that will be necessary including agreement of progress indicators, turnaround time for feedback of written work etc
	(
	Supervisor
	
	
	

	Policy awareness

Advise candidate of various important policies including:

· Academic Honesty 

· Code of Conduct for Responsible Research Practice 

· Guidelines for Dealing with Allegations of Research Misconduct 

· Code of Practice for Supervision of Postgraduate Research Students
	(
	Supervisor
	
	
	

	Advise candidate of the requirement to present their work within first year of candidature
	(
	Local Postgraduate Unit
	
	
	

	Advise candidate of counseling services and processes for conflict resolution
	(
	
	
	
	


I have been inducted into the discipline. I have read and understood my obligations.

	Signed:
	
	Date:
	

	(Postgraduate Student)
	
	
	

	
	
	
	

	Signed:
	
	Date:
	

	(Supervisor)
	
	
	


(  PLEASE RETURN TO THE POSTGRADUATE STUDENT ADMINISTRATION UNIT – EDWARD FORD BLDG (A27)  
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