
Induction Checklist

<COMPANY>PRIVATE 

	PRIVATE 


  INDUCTION CHECKLIST

NAME:   . . . . . . . . . . . . . . . . . . . .   GRADE: 
. . . . . . . . . . . . . . . . . . . . . . . .

DEPT:   . . . . . . . . . . . . . . . . . . . .   STARTING DATE:
. . . . . . . . . . . . . . . . . 

MANAGER: . . . . . . . . . . . . . . . . . . . .

*       
Information included in Staff Handbook

M
Manager

HD
Head of Department

HR
HR Department 



	Induction Item
	Responsibility


	Verify Completion

	   ITEMS TO BE COMPLETED DURING FIRST DAY 
   Basic conditions of employment
	M
	

	   Notification of Appointment Form
	M or HD
	

	 * Sickness procedure - who to inform; self certs; med certs; 

   sick pay
	M or HD
	

	   Security of personal property
	HD
	

	   Removal claims (where applicable)
	HR
	

	   Explanation and tour of Department etc, geography and role - introduction to colleagues
	HD
	

	   Clarification of Duties
	M or HD
	

	   Standard of performance expected
	M or HD
	

	   Fire Precautions - location of alarms,  

   equipment and exits
	M or HD
	

	*  Fire procedures in the event of fire.   
	M or HD
	

	   Health & Safety - awareness of and

   reporting of hazards
	M or HD
	 

	   Confidentiality of information
	M or HD
	


	Induction Item

	Responsibility
	Completion

	   Data Protection Act


	M or HD
	

	   Local rules re:
   *
Smoking

   *
Private telephone calls

   *
Gifts and Hospitality offered to staff

   *
Car Parking

   *
Identity Cards

   *
Building Security


	HD
	

	   Facilities:
   *
Meals - staff restaurant

   *
Beverages

 
	
	Employees Signature to show completion and  understanding
- - - - - - - - - - - 

	   ITEMS TO BE COMPLETED DURING FIRST WEEK 

   Management/Organisation structure


	M
	

	   Arrangements to attend Fire Lecture

    agreed date - - - - - - - - - - - -


	M or HD
	

	*  Reporting of accidents involving self


	M or HD
	

	   Role & Relationships - developing

   positive attitudes to:

   *
immediate workmates and supervisors
	HD
	

	  Health and Safety procedures
	M or HD
	

	   VDU Regulations
	M
	

	   Safe Lifting/Back Care
	HD
	

	   Pension Arrangements
	HR
	

	*  Disciplinary Procedure
	M or HD
	

	*  Grievance & Complaints Procedure
	M or HD
	

	*  Membership of Trade Union/

   Professional Organisations - local

   representatives   
	HR or M


	

	   Disposal of Refuse/Confidential Waste  

   
	M or HD
	

	Communications Briefing
	M
	

	Other Company Policies
	M
	


	Induction Item

	Responsibility
	Completion

	   Facilities:
   *  
Occupational Health Services


	M


	

	Roles & Relationships 

   *
all colleagues, the general public and the Company


	M


	Employees Signature to show completion and understanding
- - - - - - - - - - - 

	   ITEMS TO BE COMPLETED DURING FIRST MONTH

   Location of written Conditions of Service
	M or HD
	

	   Location of Notice boards / notices
	M or HD
	

	*   In-service training - opportunities

    available


	M or HD


	Employees signature to show completion and understanding
- - - - - - - - - - - 



PLEASE RETURN A COPY OF THIS FORM DULY COMPLETED TO HEAD OFFICE /  


HR DEPARTMENT WITHIN ONE MONTH OF COMMENCEMENT OF EMPLOYMENT


( Human Resource Solutions 2010
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