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	Employee’s name
	
	

	Job title
	
	

	Work base
	
	

	Start date
	
	

	Manager’s name
	
	

	Manager’s contact number
	
	


	Before you join us 
	Date
	Actioned by

	Induction plan prepared
	
	

	Welcome letter sent out
	
	

	Key welcome meetings arranged 
	
	

	Working space prepared
	
	

	All relevant IT accounts set up
	
	

	All required equipment made available
	
	

	Comments/additional action required
	
	

	
	
	


	On your first day 
	Date
	Actioned by

	Employee welcomed as arranged
	
	

	Brief welcome discussion with line manager
	
	

	Introduction to the team
	
	

	Senior manager welcome
	
	

	Tour of workplace carried out including practical facilities
	
	

	First aid arrangements explained 
	
	

	Health and safety procedures [fire, accident, emergency]
	
	

	New joiner procedures carried out 
	
	

	Any initial concerns or actions required?
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
	
	


	During your first week
	Date
	Actioned by

	Organisational structure chart discussed
	
	

	Organisation history, approach and purpose discussed
	
	

	New role and performance expectations discussed
	
	

	Key terms and conditions discussed
	
	

	Probationary period discussed
	
	

	Behaviour expectations discussed [including Code of Conduct]  
	
	

	Discussion about how problems and concerns are managed
	
	

	Individual statutory and mandatory training plan discussed
	
	

	Comments/additional action required
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
	
	


	
	
	

	During your first month
	Date
	Actioned by

	Weekly feedback and support meetings take place
	
	

	Opportunity to shadow an experienced colleague if helpful
	
	

	Discussion and feedback about initial performance
	
	

	Statutory and mandatory training completed
	
	

	Comments/additional action required
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
	
	


	During your first three months
	Date
	Actioned by

	Monthly feedback and support meetings booked and actioned
	
	

	Performance objectives discussed and agreed
	
	

	Protected time to discuss how things are going
	
	

	Discussion and feedback about performance
	
	

	Three month assessment carried out 
	
	

	Comments/additional action required
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
	
	


	During your first six months
	Date
	Actioned by

	Monthly feedback and support meetings booked and actioned
	
	

	Performance reviewed against agreed objectives 
	
	

	Discussion about any training requirements
	
	

	Discussion about how new joiner has settled in
	
	

	Six month assessment carried out
	
	

	Decision about end of probation discussed and confirmed
	
	

	Performance objectives for next six months agreed
	
	

	Comments/additional action required
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
	
	


	During your first twelve months
	Date
	Actioned by

	Bi-monthly supervision meetings booked and actioned
	
	

	Twelve month appraisal and assessment carried out
	
	

	Discussion about any training or coaching requirements
	
	

	Performance objectives for next twelve months agreed
	
	

	Statutory and mandatory training updated 
	
	

	Comments/additional action required
	
	

	
	
	


	Employee signed
	
	

	Date
	
	

	Manager signed 
	
	

	Date
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