Induction                                     
 
Person:  	 	 	_________________    
 
Role: 	 	 	_________________ 
 
Induction Manager:  	__________________ 
 
 
	 
	Completed? Initial and date. 

	1. Welcome and Personnel matters (as appropriate). 

	Pay 
	 

	Holidays 
	

	Sickness 
	

	Pension 
	

	Notes: 
 


 
	 
	Completed? Initial and date. 

	2. Description of Ashford Borough Citizens Advice
	

	ABCA and its work 
	 

	ABCA organisation  
	

	Opening hours, offices etc. 
	

	Management and supervision 
	

	Role of any specialist sections 
	

	Notes: 
 
	


 
	 
	Completed? Initial and date. 

	3. Role 
	

	The role 
	 

	To whom responsible/to refer 
	

	Conduct and standards 
	

	Our clients and their expectations 
	

	Notes: 
 
	


 




	 
	Completed? Initial and date. 

	4. Matters specific to the post (as appropriate) 

	Rotas, hours, breaks 
	 

	Telephones access and use 
	

	Computer access and use 
	

	Notes: 
 


 
	 
	Completed? Initial and date. 

	5. Policies, procedures and arrangements 

	COSHH 
	 

	Health and Safety  
	

	First Aid 
	

	Fire precautions, drills, alarm testing 
	

	Building access and security 
	

	Safeguarding Policies
	

	GDPR
	

	Equality & Diversity Policies
	

	Customer Care 
	

	Complaints Policy
	

	Smoking 
	

	Hygiene 
	

	Manual handling 
	

	Personnel procedures 
	

	Accident forms 
	

	Notes: 
 


 


















	 
	Completed? Initial and date. 

	6. Local facilities and environment 
	

	Parking 
	 

	Staff room 
	

	Toilets 
	

	Eating facilities 
	

	Tour of building 
	

	Introduction to other staff 
	

	Notes: 
 
	


 
	 
	Completed? Initial and date. 

	7. Other policy and procedures 
	

	Communications in the Bureau 
	 

	Appraisal processes 
	

	Financial regulations (travel etc.) 
	

	Notes: 
 
	


 
 
 
Please sign off that you have viewed this record when completed: 
 
Signed (Chief Officer) 	Date: 

 
 
