[image: image1.wmf]
[image: image2.png]



[image: image3.wmf]
[image: image4.png]





Issued to: 






Start Date:

Job Title:

INTRODUCTION.

Welcome to (Name of your business), we hope that your time with us is fun, friendly and fulfilling.

(Name of business) has been open for (length of time in business) and was set up by (your name). Many changes have happened along the way, but our commitment to quality and service have always remained the same. 

We pride ourselves on our value for money and this is why our customers return time and time again.

Our training programme is second to none and as a part of the team here at (name of business) you will receive all the training you require to become an efficient professional, because we believe in investing in our employees.

We promote a friendly team atmosphere and our door is always open to you, we want you to enjoy working here for many years to come and forge strong friendships with the rest of the team.

This handbook is intended to act as your introduction to working here, and along with our staff handbook will give you all you need to know about your new position and responsibilities. 

Good luck in your new position.

Here’s to the future.
Induction Checklist

	Induction Criteria
	Required Action/Information 
	Done

	
INTRODUCTION-HUMAN RESOURCES



	New Starter Form Explained & Completed
	New Starter Form


	

	Contract Signed & returned
	Contract


	

	Staff Handbook Explained & Signed
	Staff Handbook


	

	Health Questionnaire Explained & Completed


	Health Questionnaire


	

	Job Description Issued & Explained
	Job Description


	

	Uniform Issued & Signed for.
	Uniform Declaration Sheet.


	

	Breaks Explained
	---
	

	PAYROLL

	P45 Received (P46 Completed if applicable)
	Handed in for processing
	

	Bank Details Form Issued and Completed
	Handed in for processing
	

	Holiday Entitlement Explained/Holiday Request Form Explained
	---
	

	Pay Date Explained
	---
	

	OPERATIONS/SAFETY

	Company Policies Explained
	Refer To Staff Handbook
	

	Health & Safety Explained
	---
	

	First Aid Explained
	Location Of Boxes/Identity of First Aiders
	

	Fire Procedures Explained
	(See Fire Training Guide)
	

	Accident Reporting Explained
	Location Of Accident Book
	


Induction Checklist

	Induction Criteria
	Required Action/Information 
	Done

	TRAINING



	
Skills Training Plan Issued and Explained


	Skills Training Plan


	

	Introduction To Mentor


	---
	

	Show round of workplace


	All areas visited and explained


	

	Introduction To Team


	---


	

	Start Work Shadowing Mentor


	Mentor to show the basics/procedures.


	

	Any other relevant criteria
	Any other relevant criteria
	

	Any other relevant criteria
	Any other relevant criteria
	

	Any other relevant criteria
	Any other relevant criteria
	

	Any other relevant criteria
	Any other relevant criteria
	

	Any other relevant criteria
	Any other relevant criteria
	

	Any other relevant criteria
	Any other relevant criteria
	


A COPY OF THIS PROGRAMME SHOULD BE HANDED TO THE EMPLOYEE AND THE ORIGINAL PLACED IN THE EMPLOYEE’S PERSONAL FILE.




EVERYTHING YOU NEED TO KNOW ABOUT WORKING AT


 (YOUR BUSINESS NAME)








IndPro.Doc
2007


