Induction Checklist

Employee Name:
_________________________________________

Start Date:

_________________________________________

Manager:

_________________________________________

	ACTIVITY
	DATE COMPLETED
	SIGNED BY FACILITATOR

	Documentation
	
	

	Contract of Employment issued
	
	

	Signed Contract Returned
	
	

	Eligibility to work in UK Confirmed
	
	

	P45/P46 Received
	
	

	References Received
	
	

	Copy of Job Description issued
	
	

	Staff Handbook issued 
	
	

	On Arrival
	
	

	Tour of Premises, highlighting:

· Location of kitchen and bathrooms

· Stationary/ supplies store

· Ensure they have correct security pass
	
	

	Organisational
	
	

	Show them an organisation chart or break down of who’s who
	
	

	Introduce them to team and other key contacts
	
	

	Issue internal phone list
	
	

	List of internal codes/ abbreviations
	
	

	Provided with necessary equipment
	
	

	Health and Safety
	
	

	Issue Health & Safety Statement
	
	

	Fire Evacuation & Assembly Points 
	
	

	Manual Handling Training
	
	

	Health and Safety Induction video
	
	

	First Aid supplies
	
	

	Employee Benefits
	
	

	Pension Details
	
	

	Annual Leave entitlements/schedule
	
	

	Any other applicable Benefits
	
	

	Job Specific
	
	

	Main duties & responsibilities
	
	

	Reporting structures
	
	

	Performance review process
	
	

	Training
	
	


