Induction Checklist

Employee Name: 

	Items
	Completed
	Date Completed

	· Job description – duties, scope, location


	
	

	· Departmental functions and aims


	
	

	· Reporting, communications and management structures


	
	

	· How the department  works and relates to others
	
	

	· Handling, use, and care of job specific materials

substances, equipment & tools 
	
	

	· Expectations, standards, current priorities


	
	

	· Performance evaluation-factors to be reviewed                                                


	
	

	· Customer service standards and expectations


	
	

	· Local emergency and safety procedures


	
	

	· Reporting and recording of  time and attendance


	
	

	· Departmental tour


	
	

	· Accident reporting


	
	

	· Dress code


	
	

	· Where to go, who to call, who to ask for help and advice
	
	

	· Local housekeeping


	
	


I/we certify that the above items have been discussed with the employee. 

_______________________



_________________

H.O.D. /A.A./Supervisor 




Employee

