

Induction Checklist

This checklist is to ensure that your new employee feels welcomed into the parish and that all key policies, processes and documentation are discussed during the induction.

	[bookmark: _Hlk137632972]Employee Name:
	

	Job Title:
	

	Department:
	

	Line Manager:
	

	Start date:
	



Prior to start
	[bookmark: _Hlk137633600]
	Conducted by
	Date completed
	Notes/Comments

	Send Conditional Offer of Employment Letter
	
	
	

	Send email confirming their acceptance of role
	
	
	

	Reference checks
	
	
	

	DBS check
	
	
	

	Send welcome email 
	
	
	

	Issue contract once all checks completed
	
	
	

	Arrange relevant introductory meetings 
	
	
	

	Complete new starter documentation
	
	
	







First Day
	
	Conducted by
	Date completed
	Notes/Comments

	Meet on arrival
	Line Manager
	
	

	Tour of Building
	
	
	

	Set up IT equipment
Staff pass 
Parking permit
	
	
	

	Health & Safety Briefing
	
	
	· Introduction to Health and Safety Policy
· Emergency exits & Fire drill

	Introduce to Team (Assign Buddy if applicable)
	
	
	

	Induction meeting (paperwork check)
	
	
	· Parish Values
· Attendance/Hours of work
· Leave entitlements
· Absence reporting
· Salary/Payroll
· Pension enrolment
· Policies/Parish Handbook
· Training requirements (Safeguarding)





Day 2 onwards
	
	Conducted by
	Date completed
	Notes/Comments

	Continuation of introduction to the role
	Line Manager
	
	

	Training related to the role
	Line Manager
	
	

	Set initial performance objectives
	Line Manger
	
	




	1-month review meeting
	Line Manager
	
	




	3-month review meeting
	Line Manager
	
	



	5-months – Probation review meeting
	Line Manager
	
	

	Issue completion of probation letter
	Line Manager
	
	Advise of change to notice period



	Finalise objectives for rest of the year
	Line Manager
	
	





