This model induction checklist is issued as a guidance to the Churches/ Circuits/ Districts for induction of a volunteer. This is an example only and should be adapted and/or expanded on to suit the local circumstances.

Induction Checklist for Volunteers – Template
	Staff Member Details

	Volunteer’s  Name:
	

	Start Date:
	

	Designated Supervisor’s Name:
	


	Before Start Date

	Done
	Task
	Person responsible

	 FORMCHECKBOX 

	Arrange desk space, if required
	

	 FORMCHECKBOX 

	Arrange access to the building  
	

	 FORMCHECKBOX 

	Ensure that all relevant staff have been informed of the volunteer start date, agreed work days/ times.
	

	 FORMCHECKBOX 

	Prepare Volunteer’s Induction Programme
	


	First day/ first week

	 FORMCHECKBOX 

	Introduction to the staff 
	

	 FORMCHECKBOX 

	Introduce to an experienced team member who can act as first point of contact for help 
	

	 FORMCHECKBOX 

	Tour of Workplace
· Workstation
· Location of toilets

· Housekeeping (kitchen etc.) 

· Arrangements for tea/coffee

· Staff room

· Printing, faxing and photocopying  
· Recycling bin

· Post room/Post trays

· Show exit routes out of the building
· other
	

	 FORMCHECKBOX 

	Conditions 
· End of the day and out of office procedures [use of ID/swipe card if applicable]
· Accident reporting procedure

· Names of first aiders and location of first aid kit 
· Confidentiality

· Explain evacuation procedure  (what to do in the event of a fire)
	

	 FORMCHECKBOX 

	Volunteering 
· Explain the role of the volunteer 
· Claiming travel expenses
	


Induction Checklist Completed
	Volunteer’s signature:
	Date:

	Manager’s signature:
	Date:


