…………………… Community Association

(Charity Registration No. .......)
Employee Induction Form

In order for the Association to obtain and keep our records updated of all relevant information concerning your employment and also to fulfil our obligations please complete below:

Section 1

Name:
…………………………………………………………………………………..

Address: 

………………………………………………………………………………...

Tel. No: ……………………Date of Birth: ……………
Nat. Ins. No:……………

Bank/Building Society: 

………………………………………………………………...

Address: 

……………………………………….……………………….

Sort Code: ………………………….
Account No: …………………………

Contact (in case of emergency): 

……………………………………………………………...


Tel. No: 

……………………………. Relationship: …………………

Section 2

Following a brief introduction to the Association I have been shown or made aware of:

Toilet facilities






(
Canteen facilities






(
Fire Procedure - 
Location of Exits & Extinguishers

(








Evacuation 

(
First Aid
First Aiders (who and where)


(



Location of Equipment


(
Health & Safety Procedures




(
Work Time Recording





(
Organisation Structure





(
Telephone Contacts






(
Signed: …………………………………………….
Date: …………………………

Staff Induction
This form can be used to set out the induction of a new member of staff or volunteer.

The subjects should cover everything they should know and the timescale when they need to know it by (see example) Not all subjects need reviewing, but if they are given a health and safety file to read they might need a few days to do this so you would put a review date in to check this has been done.

	Subject
	Timescale
	Review
	Completed

	Toilets
	First day
	N/A
	

	Read Health & Safety file
	First day 
	Complete by the end of the first week
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


