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INDUCTION CHECKLIST
	Name of Employee
	
	Date
	

	This checklist MUST be signed by both the new employee and the manager to indicate that the points have been covered before the checklist, any completed forms, P45/P46 and any other appropriate documentation are forwarded to the appropriate person for filing.



	1
	Welcome
	1
	Meet Directors and Line Manger
	[bookmark: Check1]|_|

	
	
	2
	Meet Immediate Colleagues
	[bookmark: Check2]|_|

	2
	The Company
	1
	Function of the Organisation
	[bookmark: Check3]|_|

	
	
	2
	Mission and Vision Statements
	[bookmark: Check4]|_|

	
	
	3
	Introduction to the Website
	[bookmark: Check5]|_|

	
	
	4
	Employee’s Job Role
	[bookmark: Check6]|_|

	
	
	5
	Notification of Changes to Personal Details
	[bookmark: Check7]|_|

	3
	Orientation
	1
	Location of Emergency Exits and Assembly Point
	[bookmark: Check8]|_|

	
	
	2
	Location of Fire Extinguishers
	[bookmark: Check9]|_|

	
	
	3
	Toilets / Washrooms
	[bookmark: Check10]|_|

	
	
	4
	Related Departments
	[bookmark: Check11]|_|

	
	
	5
	Refreshment Facilities
	[bookmark: Check12]|_|

	4
	Health & Safety
	1
	Employer and Employee Responsibilities
	[bookmark: Check13]|_|

	
	
	2
	First Aid
	[bookmark: Check14]|_|

	5
	IT
	1
	General IT Systems and Role Based Access
	[bookmark: Check15]|_|

	
	
	2
	Assign and Test Applicable Log In Details
	[bookmark: Check16]|_|



Essential HR Policies
The employee must be made aware of the Employee Handbook and the location of all applicable documents, and must read the following essential policies:
	
	Document Name
	Signature
	Date

	1
	Introduction (Employee Handbook)
	
	

	2
	Joining Our Organisation
	
	

	3
	Equality, Inclusion and Diversity
	
	

	4
	Positive Working Environment
	
	

	5
	Sexual Harassment Policy
	
	

	6
	Timekeeping and Time Off
	
	

	7
	Pay
	
	

	8
	Holidays
	
	

	9
	Sickness
	
	

	10
	Access to Medical Records
	
	

	11
	Benefits
	
	

	12
	General Terms and Conditions
	
	

	13
	Flexible Working Policy
	
	

	14
	Standards
	
	

	15
	Environmental Policy
	
	

	16
	Anti-Bribery
	
	

	17
	Anti-Facilitation of Tax Evasion
	
	




	
	Document Name
	Signature
	Date

	18
	Data Protection
	
	

	19
	IT and Communications
	
	

	20
	Social Media
	
	

	21
	Grievance Procedure
	
	

	22
	Public Interest Disclosure
	
	

	23
	Health, Safety and Hygiene
	
	

	24
	Alcohol and Substance Abuse
	
	

	25
	Supporting Positive Mental Health
	
	

	26
	Disciplinary Rules
	
	

	27
	Disciplinary Procedure
	
	

	28
	Capability Procedure
	
	

	29
	Disciplinary and Capability Appeals
	
	

	30
	Termination of Employment
	
	



Essential Information Security Policies
The employee must be made aware of the Information Security Policy and the location of all applicable documents, and must read the following essential policies:
	
	Document Name
	Signature
	Date

	1
	Purpose (Information Security Policy)
	
	

	2
	Responsibilities
	
	

	3
	Core Policy
	
	

	4
	Acceptable Use of Assets Policy
	
	

	5
	Access Control Policy
	
	

	6
	Clear Desk and Clear Screen Policy
	
	

	7
	Communication Policy
	
	

	8
	Mobile Devices Policy
	
	

	9
	Protection from Malware Policy
	
	

	10
	Teleworking Policy
	
	

	11
	Use of Software Policy
	
	



Declaration
The employee has been shown the location of the Employee Handbook, the Information Security Policy and all other relevant policies and procedures and has been given access to the company website
	Employee Signature:
	
	Date:
	

	
	
	
	

	Manager Signature
	
	Date
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