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Manager’s Induction Checklist for New Staff Members - Template
	Staff Member Details

	Staff Member’s Name:
	

	Position:
	

	Start Date:
	

	Line Manager’s Name:
	


The checklist below includes recommended induction tasks to be undertaken within the first 1 month of a new starter’s commencement in their role. 

Both the Manager and the Staff Member must sign off this checklist to indicate the induction has been completed.

	Before Start Date

	Done
	Task
	Status
	Person responsible

	 FORMCHECKBOX 

	Arrange for IT to set up a user account and email (including any special equipment or software required)
	
	Line Manager/ other


	 FORMCHECKBOX 

	Arrange for the setup of a workstation, chair, telephone access and a mobile phone if required
	
	

	 FORMCHECKBOX 

	Arrange for an ID/Building Access Card and tour of the office building and available facilities 
	
	

	 FORMCHECKBOX 

	Identify an experienced team member who can act as a mentor and helper during the first few months
	
	

	 FORMCHECKBOX 

	Ensure that all relevant staff have been informed of the new employee's start date and for the employee to be included in regular and upcoming Team events.
	
	

	 FORMCHECKBOX 

	Check if any reasonable adjustments that need to be made because of disability have been made.
	
	

	 FORMCHECKBOX 

	Prepare Staff Member’s Induction Programme
	
	


	First Day

	Done
	Task
	Status
	Person responsible

	 FORMCHECKBOX 

	Introduction to work colleagues
	
	

	 FORMCHECKBOX 

	Provide Induction Programme
	
	

	 FORMCHECKBOX 

	Obtain ID/Building Access Card 
	
	

	 FORMCHECKBOX 

	Tour of Workplace
· Workstation
· Location of toilets

· Housekeeping (kitchen etc.) 

· Arrangements for tea/coffee

· Staff room

· Printing, faxing and photocopying  
· Recycling bin

· Post room/Post trays

· Show exit routes out of the building
	
	Facilities Team / Line Manager

	 FORMCHECKBOX 

	IT Induction (if relevant)
· Room Bookings

· Intranet 

· IT Support

· Focal Point
· Guidance on a suitable email signature format
· IT Policy & Practice
	
	

	 FORMCHECKBOX 

	Explain your Team/ Organisational Structure:
· Information on the team structure
· Functions

· Responsibilities

· Departmental strategic aims
· Individual roles & responsibilities
· Communications and meetings (team and department)  
· Connexional Database contacts
	
	

	 FORMCHECKBOX 

	Conditions of employment
· Standard of work expected 
· Hours of work, breaks, flexibility 

· What security arrangements exist for:

· the workplace;

· personal data;

· documents;

· equipment;

· cash and valuables?

· Accident reporting procedure

· Names of first aiders and location of first aid kit 
· Confidentiality

· Telephone answering (expectation to answer calls, what greeting to use; answering colleagues’ calls)

· Explain evacuation procedure  (what to do in the event of a fire)
	
	

	 FORMCHECKBOX 

	Employment related
· discuss/complete any outstanding paperwork

· Policies overview and where they are located (i.e. Probationary Period, PDR, Data Protection Policy, Flexible Working Policy and the Leave Policy)

· Sickness Absence Policy - What to do if sick, who to notify and when. Self-certification / fit notes and Return to work interviews  

· Available Support 
· other
	
	

	 FORMCHECKBOX 

	· An initial Probationary Review meeting to explain the probation procedure and clarify the duties and responsibilities

· Set first objectives and review dates, Inc. regular one-to-ones and any supervision that will be required
	
	


	First Week

	Done
	Task
	
	Person responsible

	 FORMCHECKBOX 

	Introducing the staff member to key people (who does what)
	
	

	 FORMCHECKBOX 

	Standard Work Practices/Policies and Culture, e.g.
· Telephone/Computer/Out of office procedure

· Dresscode, 
· Prayers/devotions 
· Other…

	
	

	 FORMCHECKBOX 

	Who to contact for support

· Chaplain
· 
	
	

	 FORMCHECKBOX 

	Job Requirements

· Explain the main duties and responsibilities

· Explain the performance standards

· Discuss the responsibilities and broad expectations of the role 

· Discuss initial tasks/projects, and any immediate or urgent activities
· Outline the relevant induction courses for completion – over the first three months
· Training (inc. mandatory) and development needs for the role and plan to meet them
· Other…


	
	


	First Month

	Done
	Task
	
	Person responsible

	 FORMCHECKBOX 

	· Other…

 
	
	

	 FORMCHECKBOX 

	 Monitor and follow up on any outstanding matters or issues that need   

 to be covered
	
	


Induction Checklist Completed
	Staff Member’s signature:
	Date:

	Manager’s signature:
	Date:
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