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Staff Induction checklist
This form should be completed for all new staff starting work

Staff Name………………………………………………………… 

Job Title..…………………………………………………..........
Date of Induction………………………………………………
	Please confirm the following items have been explained and conducted:
	Yes/No - Comments
	Signature & Date

	Meeting with Centre Team (including Directors)
	
	

	Tour of Offices (to include Health and Safety)

	
	

	Familiarisation with website and Virtual Learning Platform
	
	

	Staff Handbook issued


	
	

	Job Role and responsibilities discussed (Hours of work/annual leave)
	
	

	Policies and procedures have been read
	
	

	Daily Duties to ensure smooth running of the office (if applicable)
	
	

	Supervisor/mentor allocated

Training needs discussed
	
	


Any additional support required by the new staff member? ....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

Staff signature……………………………………….……                Date………………………………
Supervisor signature…....................................                Date……………………………..
