
	What
	By Whom
	When & How
	Completed

	The Organisation

· Aims, philosophy and ethos

· About the clients/service users

· The kind of work done and why

· How the clients benefit

· Limitations of the organisation

· Structure – departments or projects

· Management
	
	
	

	The Building

· Toilets, cloakroom, parking etc

· Where to get tea/coffee (is it free?)

· Heath & safety including fire exits etc
	
	
	

	The Role

· Volunteer’s area of responsibility

· Line management

· Days/hours, reliability

· Code of practice

· Likely problems and how to cope

· System for reporting back

· Practical help and suggestions
	
	
	

	The Support System

· Who, where and when to find them

· Supervision meetings

· Resources

· Training

· Are expenses paid and if so, how?

· How are grievances handled?

· Insurance cover
	
	
	

	Staff and Volunteers

· Who are they and what do they do?

· Team meetings

· Working with others
	
	
	

	Other Information

· Trial period

· Confidentiality
	
	
	



Induction Checklist





Further action required
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