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Alba, Main Street, Golspie, Sutherland, KW10 6TG

Tel: 01408 633001 - Fax: 05601 146813
e-mail: ann@vges.org.uk  website: www.vges.org.uk 
STAFF INDUCTION CHECKLIST
Name:…………………………………………………... Post: ……………………………

Start date: …………………..

	
	Carried out by
	Date
	Comments

	
	
	
	

	Reception
	
	
	

	Received by
	
	
	

	Personnel documentation and checks completed – P45
	
	
	

	
	
	
	

	Introduction to the organisation 
	
	
	

	Who’s who.  See VG-ES website
	
	
	

	History  See VG-ES website
	
	
	

	Activities and services  See VG-ES website
	
	
	

	Future plans and developments
	
	
	

	
	
	
	

	Terms and conditions of employment
	
	
	

	Signed written statement of terms and conditions received (contract)
	
	
	

	Written statement of terms and conditions reviewed
	
	
	

	Hours, breaks 
	
	
	

	Method of payment: BACS last Friday of the month
	
	
	

	Annual leave entitlements
	
	
	

	Time off in lieu (TOIL) 
	
	
	

	Probationary period and procedure
	
	
	

	Notice period
	
	
	

	Sickness provisions – see Contract
	
	
	

	Pension provisions  (stakeholder or 3% in lieu)
	
	
	

	
	
	
	

	Equal opportunities policy and employee development
	
	
	

	Equal opportunities policy
	
	
	

	Measures to prevent bullying/harassment policy
	
	
	

	
	
	
	

	Employee/employer relations
	
	
	

	Trade union membership
	
	
	

	
	
	
	

	Employee communications and consultation through line manager
	
	
	

	Grievance and disciplinary procedure
	
	
	

	Appeals procedure
	
	
	

	
	
	
	

	Organisation rules
	
	
	

	No Smoking policy
	
	
	

	
	
	
	

	Personal telephone calls, internet & e-mail use policy
	
	
	

	Break facilities
	
	
	

	Environmental policy
	
	
	

	
	
	
	

	Health and safety
	
	
	

	Risk assessment.  Annual safety inspection
	
	
	

	Health and Safety policy
	
	
	

	Emergency procedures  (H&S policy)
	
	
	

	Clear gangways/exits 
	
	
	

	Location of exits
	
	
	

	Reporting of accidents. Accident Record Book
	
	
	

	First Aid Box location
	
	
	

	
	
	
	

	Employee benefits
	
	
	

	Parking facilities/arrangements
	
	
	

	
	
	
	

	The job
	
	
	

	Discussions with manager/supervisor
	
	
	

	Requirements of new job
	
	
	

	Staff Handbook on procedures
	
	
	

	Recording all incoming calls – telephone message book
	
	
	

	Supervision arrangements 
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