Induction checklist template

Name: [name of new starter]

Job title: [job title]

Start date: [start date]

Date completed: [date completed]

Signature: [new worker's signature]

First day

Welcomed by: [name of person meeting the new starter]

	Task
	Completed

	Deal with any important documentation such as P45 and National Insurance number
	[yes/no]

	Arrange to get a security pass, if needed
	[yes/no]

	Explain health and safety policies – for example, emergency and evacuation procedures
	[yes/no]

	Inform new starter of any health and safety training or risk assessments they need to complete during their induction
	[yes/no]

	Show them how to report a health and safety issue or risk
	[yes/no]

	Make sure they know what to do if there's an accident or emergency
	[yes/no]

	Show them where they will be working
	[yes/no]

	If they're working from home, check that a risk assessment has been carried out and they have a safe space to work in
	[yes/no]

	Check they have been given access to the tools, equipment and IT they need
	[yes/no]

	Introduce them to their line manager and someone to help them settle into the job, for example a 'buddy'
	[yes/no]

	Show them basic facilities such as toilets, staff room, parking, smoking areas
	[yes/no]



Signed by: [new starter signature]

Notes
[Add any notes about induction tasks]

After the first day

	Task
	Date to complete by
	Completed

	Introduce the new starter to the team they'll be working with
	[date]
	[yes/no]

	Explain how the organisation works – including history, aims and values
	[date]
	[yes/no]

	Introduce them to people in the wider organisation
	[date]
	[yes/no]

	Describe their role and how it fits within the organisation
	[date]
	[yes/no]

	Explain work objectives
	[date]
	[yes/no]

	Make clear how performance will be assessed
	[date]
	[yes/no]

	Talk through the organisation's policies and ways of working – for example, absence, discipline and grievance, pay and expenses, bullying and discrimination
	[date]
	[yes/no]

	Explain important legal issues – for example, data protection and confidentiality
	[date]
	[yes/no]

	Provide details of any workplace representation, for example trade union membership
	[date]
	[yes/no]

	Outline the organisation's commitment to equality and diversity
	[date]
	[yes/no]

	Explain support available – for example mental health support, staff networks, support for neurodivergent workers
	[date]
	[yes/no]

	Arrange job-specific training
	[date]
	[yes/no]

	Describe any future plans or developments in the organisation
	[date]
	[yes/no]

	Review how things are going – including how they are settling in and if they feel they have any training needs
	[date]
	[yes/no]

	Identify any development needs, set timescales for achieving them and adjust work targets (if needed)
	[date]
	[yes/no]

	Review performance and inform them they have either passed probation, failed it or are having it extended
	[date]
	[yes/no]

	Ask them to review induction – what went well and what could be improved
	[date]
	[yes/no]



Signed by: [new starter signature]

Notes
[Add any notes about induction tasks]
