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INDUCTION CHECKLIST
Name  …………………………………………….   Start Date  ……………………………..

	
	Date
	Carried out by initials
	Comments

	Personnel documentation and checks completed:
	
	
	

	 P45
	
	
	

	 N I Number
	
	
	

	 Bank Details
	
	
	

	Introduction to Birmingham Methodist Circuit:
	
	
	

	 Who’s Who
	
	
	

	Terms and Conditions of employment:
	
	
	

	 Written terms and conditions issued
	
	
	

	  Hours, breaks, method of payment
	
	
	

	Timesheets
	
	
	

	  Holidays, Bank Holidays
	
	
	

	  Probationary Period
	
	
	

	  Period of Notice
	
	
	

	  Sickness Procedure
	
	
	

	Employer/Employee relations:
	
	
	

	  Disciplinary and Dismissal Procedure
	
	
	

	  Grievance Procedure
	
	
	

	Equality, Diversity & Inclusion Policy
	
	
	

	
	
	
	

	Organisation Rules:
	
	
	

	  Smoking Policy
	
	
	

	  General behaviour/dress code
	
	
	

	  Telephone calls/Mobile phones
	
	
	

	
	
	
	

	Health and Safety:
	
	
	

	  Awareness of Hazards
	
	
	

	  Safety Rules
	
	
	

	  Emergency Procedures
	
	
	

	  Location of exits
	
	
	

	  Reporting of Accidents
	
	
	

	  First Aid
	
	
	

	Lone Working
	
	
	

	
	
	
	

	Employee Benefits:
	
	
	

	  Expenses
	
	
	

	  Claim Form 
	
	
	

	
	
	
	

	Employment:
	
	
	

	  Introduction to supervisor
	
	
	

	  Requirements of new job
	
	
	

	  Standards expected
	
	
	

	  Co-workers
	
	
	

	  Supervision 
	
	
	

	
	
	
	

	Other:
	
	
	

	IT Requirements
	
	
	

	Facilities and Equipment Available
	
	
	

	Diary Dates
	
	
	

	Attendance at Meetings
	
	
	


Employee Signature …………………………………………….
Supervisor/Line Manager signature …………………………………………

Date …………………………………
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