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POLICIES AND PROCEDURES 
 

INDUCTION PROCEDURE for Staff and Volunteers 
 

 
1. Aim of the Induction Procedure 

The induction procedure sets out a process by which new staff can be welcomed to 

the organisation and given the tools they need to do their jobs. 

 

2. Managing the induction process 

The Charity’s Coordinator is responsible for making sure the induction procedure is 

carried out, but can delegate any of the tasks.  

The Coordinator should help the new staff member to feel welcome. She/he should 

explain what will be expected of the worker, assess any training or other needs 
and provide/arrange for on-going support. 

 

3. Induction checklist 

The induction checklist should be used to ensure all tasks are carried out.  

 

4. Before the new worker starts  

The Coordinator should make sure all necessary furniture and equipment (e.g. 

desk, phone, stationery) is ready. A contract of employment (employees) should 

be prepared. A list of organisations/contacts (if relevant) the new staff member 

will be working with should be drawn up.  

 

5. Meet the staff and volunteers 

Introduce the new worker to management, staff and volunteers at the organisation 

and explain what they do. Explain your role. 

 

6. Building 

Take new person on a tour of the building. Make sure the new worker knows 

where the toilet is and the arrangements for tea and coffee. Go through health and  



 

 

 
 

 
 

  

 

 

safety. Explain how the photocopier, phones and fax work. Demonstrate how to 

use the computer system and allow the worker time to practice. 

 

7. Administration 

Explain Terms and Conditions as well as relevant Policies and Procedures (e.g. pay, 

hours of work, holidays, sickness, expenses etc.). Ensure the contract is signed. 

 

8. The Organisation 

Explain the history and ethos of the organisation and the organisation structure, 

including role of the Management Committee. Explain where the Policy and 

Procedures file is kept and how to access.  Provide the new employee/volunteer 

with copies of relevant Policies. 

 

9. Role in the organisation 

Go through the new person’s role within the organisation, including what tasks 

she/he will be expected to perform and how she/he will be expected to work with 

colleagues. If the employee/volunteer will be an adviser, arrange for her/him to 

shadow another adviser. T 

 

10. Monitoring 

Sign off induction programme/timetable for each staff induction carried out. 

 


