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Name

Manager

Start Date

Induction Task

Date Undertaken Undertaken By
(initials)

Obtain signed written statement of
terms and conditions and signed
consent to process data form

Provide Employee Handbook / HR
Policies and obtain signed
confirmation of receipt

Obtain bank details and proof of
right to work

Obtain P45 and national insurance
number

Introduction to colleagues

Assign buddy

Issue building access card

Tour of the workplace

Explain holiday booking procedure

Explain expenses procedure

Obtain computer log in details

Demonstrate company intranet

Explain telephone system

Check driving licence and insurance

Issue company car/driving on
business policy (where applicable)

Issue company credit card (where
applicable)

Explain health and safety
requirements

Explain fire evacuation procedure

Employee Date:
Signature:
Manager Signature: Date:

Customisable document taken from www.experthrsolutions.co.uk

This document is for your guidance only. Professional advice should be sought before use.



