Induction Checklist

	At the end of day one the employee should have…
	Responsibility (e.g. relevant person’s name)
	Completed
(employee to tick off)

	Met with you and gone through the induction pack


	
	

	Met with their mentor/buddy


	
	

	Had an opportunity to discuss employment conditions and had any issues clarified


	
	

	Provided all information
to get paid 


	
	

	Signed confidentiality agreements, restraints of trade and/or any other forms relevant to their employment


	
	

	Met with the team and as
many of the other staff members as possible 


	
	

	Had a tour of the office, and in particular their own office/desk space


	
	

	Been shown emergency exits, kitchen and toilet facilities


	
	


	By the end of the first week

they should:
	Responsibility


	Completed



	Understand more about the organisation’s history, structure and goals


	
	

	Be familiar with the management structure and have met all key people


	
	

	Understand their reporting lines


	
	

	Have set up their office/desk


	
	

	Understand the health and safety policy and procedure for accident reporting


	
	

	Know the key requirements and expectations of their role

Know how to apply for leave 
	
	


	By the end of the first month

they should:
	Responsibility


	Completed



	Have a clear understanding of their duties and that of their team


	
	

	Have a clear understanding of the roles and responsibilities of other teams and how their role interacts with these teams


	
	

	Have a clear understanding of the roles and responsibilities of other teams and how their role interacts with these teams


	
	

	Have received or, at least been scheduled, for any training which will facilitate performance of the role


	
	

	Be aware of the performance management process and/or how their performance will be assessed


	
	

	Have an understanding of relevant policy and procedure (e.g. internet/email policy, EEO policy, Sexual harassment policy etc)


	
	


	Signed______________________
Date__________

(Employee)

Signed______________________
Date__________

(Manager)




