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SITE :

NAME OF EMPLOYEE:
 

JOB TITLE:

DATE COMMENCED:

This is a checklist of information for Induction to be used with new staff as part of their induction programme within the first few days, and certainly within the first two weeks of employment. Health and Safety items should be identified immediately. The new employee should be asked to tick each subject as he/she has been informed about it, and sign the end of the form. The completed form should be included in the employee’s personnel file.
Not all the following subjects are applicable to all jobs. 
Please read the guidance notes below before completing this form.
Guidance Notes
Certain groups of staff have specific induction needs. the main groups are detailed below, with particular points to take account of, highlighted.
ITEMS SPECIFIC TO THE FOLLOWING GROUPS OF STAFF
Staff with Disabilities
Disabilities include for example physical handicap, deafness, blindness, mental handicap. consider the following for discussion:
1. Confirm the nature of the disability.
2. Clarify if the employee has any special needs relating to disability.
3. Check whether employee has any particular concerns regarding the workplace.
Graduates and College/School Leavers
These staff may have no previous work experience and will need careful integration into the department. Discuss the following:
1. Role within the company.
2. Reporting responsibilities.
3. Allocation and prioritisation of work.
Staff Returning to Work after a Period of Absence
This includes staff that were previously unemployed, women returning after starting a family, or after any other prolonged period of non-employment. Discussion should include, for example:
1. The difference between the employee’s previous working environment and this new one.
2. Changes in skills required for this area of work.
3. Requirement for training to update skills.
Managers and Professional Staff
These staff need a broader induction to put their post in context.
1. Structure and culture of department.
2. Role in relation to Department / Company as appropriate.
3. Training course in supervisory and management skills, if required.
 

ITEMS TO COVER WITH EACH NEW EMPLOYEE
The Company
1. Company function �
2. Introduction to colleagues �
3. New entrant’s own job �
4. Supervision �
5. General layout - entrances and exits �
 

Conditions of Employment
1. Information on hours of work, including duty rotas, shift systems "on-call" breaks �
2. Time recording,�
3. Probationary periods of employment �
4. Reporting in when sick including when on leave �
5. Arrangements for requesting leave: annual leave, unpaid leave, compassionate leave �
6. Issue of uniforms, and uniform policy, protective clothing, replacement, laundry arrangements �
 

Health and Safety, Security, Fire
1. Health and safety information relevant to the company �
2. Issuing of fire instructions and procedure �
3. Location of fire-fighting equipment �
4. Accident reporting �
5. First aid facilities/pre-employment health screening�
6. Loss of personal effects �
7. Security of department/building �
8. Violence and aggressive behaviour �
9. Management of monies/valuables �
10. Major Incident procedures �
 

Conduct
1. Personal presentation �
2. Disciplinary procedures �
3. Courtesy to the customer and the public �
4. Confidentiality �
5. Noise Control �
6. Acceptance of gifts �
7. Local rules regarding smoking �
8. Standards of Business Conduct �
 

Facilities
1. Cloakroom, lockers, lavatories �
2. Canteen �
 

Employee Involvement and Communication
1. Communication arrangements �
2. Information sources, e.g. notice boards, circulars etc. �
3. Handling Complaints �
 

Items Specific to the Employee
1. Pay �
2. Notice of termination of employment �
3. Sick certificates �
 

OTHER RELEVANT ISSUES 
  

 

 

   
I have been informed about and understand the above items.
Signature:
Date: 

I confirm that the above Induction Programme has been completed for the above member of staff.
 

Signature of Director/Designated Person
Date:

SWP001 – Induction Procedure


