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Purpose 
This strategy articulates the Department of Education’s (the department) commitment to providing 
induction support to: 

• newly appointed employees 

• employees transferring within the department 

• employees returning from extended leave 

It sets out the department’s expectation that employees are equipped with the knowledge they 
require to do their job effectively, as well as an understanding of their specific workplace context 
and how their role aligns with the priorities of the department. 

This strategy is supported by a range of resources. 

 

Our commitment 
This strategy provides a model that advocates a consistent, contextualised and connected approach 
to induction across the whole department. 

Induction is a mandatory accountability for leaders.  This approach is adopted in support of 
induction being the basis of a strong workplace culture where the performance of all employees is 
valued.  

 

Defining induction 
Induction can be defined as a ‘critical phase within a continuum of professional learning’1.  As such, 
it is not a one-off event.  

Rather, induction is a comprehensive process supported by the various levels across the 
organisation i.e. corporate, regional and local.  

Permanent, part-time, temporary and casual employees from entry level to senior management, 
including contractors (with duties similar to departmental employees), are to be provided with an 
induction program if they are new to the organisation or transferring to a new role. 

 

Benefits of induction 
• Effective induction helps employees settle into their new role faster and become productive 

sooner. 

• Informed employees are more likely to feel a sense of belonging to the organisation and operate 
at their fullest potential. 

• Well-designed induction leads to improved employee morale, engagement and greater 
commitment to the organisation. 

• Job proficiency is improved when a comprehensive induction program is combined with ongoing 
support from colleagues and management. 

                                                

1 Department of Education and Training (2006). Induction in Effective Schools: Planning for Effective School-Based Induction. Victoria. Accessed: 

http://www.sofweb.vic.edu.au/pd/begret/rsrclst.htm 



 

• Engaged employees stay longer, leading to lower employee turnover and reduced recruitment 
and training costs. 

 

Our approach to induction 
The departmental approach to induction is characterised by six principles. These core principles 
shape the induction approach provided to new starters and transferees across the department.  

They also inform operational decision making and influence actions and behaviours of stakeholders. 

People first Consistent 

We think from the person’s point of view We reinforce key messages about our values 
and strategic objectives 

Proactive planning Contextualised 

We start planning before they start We support people to adapt and integrate 
into their workplace. 

Professional learning Connected 

We set people up to successfully perform in 
their role 

We encourage collaboration and networking 
to build positive relationships. 

 

Timeframe 
Induction it is not a one-off event. Rather, it is a comprehensive approach, generally covering the 
first 90 days. 

• For employees on probation, the induction period runs concurrently with and supports the 
probation process. 

• For internal transfers, secondments and higher duties, the period could be shorter and align 
with a review of the employee’s performance and development plan.  

• For casual or voluntary staff and contractors, the period is determined by the leader / 
manager depending on the timeframe of employment, the hours employed, the nature of the 
work, and the geographical location of the worksite. 

Record keeping  
The Induction Planner is used to plan and guide the induction program at the local level. It is signed 
by both the leader / manager and the employee to verify the completion of all relevant activities 
within the designated timeframes. 

Once completed and signed, the induction planner becomes a record of activities undertaken 
during induction. As such it must be stored and available upon request for audit purposes. 

• Central and Regional office, staff store in Content Manager.  

• School staff, store in G:\Data\Admin. 

For more information on record keeping, please review the Information asset and recordkeeping 
procedure.  

 

 

 

https://intranet.qed.qld.gov.au/ResourceCentre/Applications/BASSHR/Other/Pages/Process-probation.aspx
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/performance
https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/induction-planner.xlsm
https://ppr.qed.qld.gov.au/attachment/information-asset-and-recordkeeping-procedure.pdf
https://ppr.qed.qld.gov.au/attachment/information-asset-and-recordkeeping-procedure.pdf


 

Roles and Responsibilities  

HR central office team  

• Maintain and promote OnePortal induction pages and resources 

• Manage and report on mandatory training  

• Provide guidance on process and expectations  

• Distribute feedback surveys 90 days from commencement 

• Analyse feedback and update induction program, processes and resources as required 

Regional offices /Teacher Learning Centres  

• Facilitate regional induction, events and networking opportunities  

• Support workplaces to contextualise induction programs 

Leaders / managers 

• Ensure local induction is provided to: 

– newly appointed employees 

– employees transferred or seconded to the workplace 

– employees returning from extended leave 

– employees promoted or undertaking higher duties with new responsibilities 

– temporary and casual employees 

– contractors (with duties similar to departmental employees) 

– volunteers/visitors 

• Develop and document a contextualised local induction program using the Induction Planner 

• Ensure completion of required mandatory training appropriate to role, within designated 
timeframes, in accordance with the Mandatory Training Ready Reckoner 

• Support experienced employees to buddy / mentor the new starter / transferee 

• Facilitate regular one on one meetings to support understanding of all induction content and 
provide role clarity 

• Establish performance and development plans as required 

• Provide opportunities for the new starter / transferee to provide feedback on the induction 
approach  

• Sign the Induction Planner, confirming understanding and completion of the program 

• Ensure completed records of induction are stored appropriately i.e. G:\Data\ Admin or 
Content Manager, and available upon request 

Buddy (if relevant) 

• Assist the new starter / transferee throughout the induction period 

• Introduce employee to colleagues 

• Provide information and advice regarding the workplace context  

 

https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/induction-planner.xlsm
https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/mandatory-annual-training-ready-reckoner.pdf


 

Mentor (if relevant) 

• Assist the new starter / transferee throughout the induction period 

• Meet regularly to develop an ongoing professional relationship  

• Provide feedback and encourage reflection on practice 

New starters or transferees  

• Actively participate in all induction activities and complete within designated timeframes 

• Complete mandatory training as required in accordance with the Mandatory Annual Training 
Ready Reckoner 

• Ask questions to clarify understanding 

• Discuss additional needs with leader / manager or buddy / mentor 

• Sign the induction planner, verifying understanding and completion of the program 

 

Resources for induction 
 A suite of resources is available to support induction for all employees.  Resources available 
include: 

• Induction Oneportal page 

• OneInduction – Strategy Map 

• OneInduction - Framework 

• OneInduction - Leader guide to induction  

• Induction Planner 

• Mandatory Annual Training Ready Reckoner  

• Mentoring Hub 

 

 

  

https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/mandatory-annual-training-ready-reckoner.pdf
https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/mandatory-annual-training-ready-reckoner.pdf
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/newleavestaff/imnew/Pages/default.aspx
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/newleavestaff/oneinduction/Documents/oneinduction-strategy-map.pdf
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/newleavestaff/oneinduction/Documents/oneinduction-framework.pdf
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/newleavestaff/oneinduction/Documents/oneinduction-leader-guide.pdf
https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/induction-planner.xlsm
https://qed.qld.gov.au/workingwithus/induction/queenslandstateschools/Documents/mandatory-annual-training-ready-reckoner.pdf
https://intranet.qed.qld.gov.au/Services/HumanResources/payrollhr/trainingdevelopment/professionaldevelopmentprograms/mentoring-hub


 

 

References 
Carroll, TG 2006, The High Cost of Teacher Turn Over, National Commission on Teaching and 
America’s Future. 

 

De Lacy, G 2004, How to Design and Implement a Board Induction Program, Australian Institute of 
Company Directors, Sydney. 

 

Department of Education, Science and Training 2002, An Ethic of Care: Effective Programmes for 
Beginning Teachers, Tasmanian Educational Leaders Institute, Department of Education Tasmania, 
Commonwealth Department of Education, Science and Training. 

 

Fry, SW 2010, ‘The Analysis of an Unsuccessful Novice Teacher’s Induction Experiences: A Case 
Study Presented through Layered Account’, The Qualitative Report, vol. 15, no. 5 September, pp. 
1164–1190. 

 

Trowler, P & Knight, P 1999, ‘Organizational socialization and induction in universities: 
Reconceptualizing theory and practice’ in Higher Education vol. 37, pp. 177–195. 

 

Turley, S, Powers, K & Nakai, K 2006, ‘Beginning teachers’ confidence before and after induction’ in 
Action in Teacher Education, vol. 28, no.1, pp.27–39. 

 

Wong, HK 2004, ‘Induction programs that keep new teachers teaching and improving’ in NASSP 
Bulletin, vol. 88, no. 638, pp.41–58. 

 

 

 

 

 

 


