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Churches Together in England Induction Checklist

This checklist should be shared with the new starter. It enables them to follow the induction process and acts as a reminder of anything missed or that needs particular attention. It is the responsibility of both the employer and the new starter to ensure that all relevant items are adequately covered during the induction period. Any area can be revisited as necessary.


Name ..................................……………………………………………………………
 
Starting date ................................…………………………………………………….

	Payroll
	Tick

	Explain payroll arrangements and who to speak to for queries
	

	Bank details (needed for payment of salary)
	

	Full details of personal pension provision to be contributed to (inc Name of provider, and reference numbers etc)
If a personal pension is not in place, CTE will set up a Work Place Pension for the new starter through NEST. 
	

	Complete HMRC New Starter Checklist, save copy and send to Payroll
	

	Share Personal contact and emergency contact details
	

	
	

	Terms and conditions of employment explained
	

	Contract of employment or letter of confirmation issued and signed 
	

	Probationary period 
	

	Hours of work and work breaks 
	

	Clocking on/flexi time procedures
	

	Pay and Payment procedures
	

	Holidays and sick leave entitlements and procedures
	

	Other leave
	

	Trade union membership, if applicable
	

	Reviewing work performance
	

	Grievance and disciplinary procedures
	

	Termination procedures
	

	
	

	Occupational Health and safety
	

	Awareness of hazards
	

	Principles for keeping self safe 
	

	Location of exits
	

	Clear gangways, exits
	

	Dangerous substances or processes
	

	Reporting of accidents
	

	Reporting of hazards
	

	First aid
	

	Personal and workplace hygiene
	

	
	


Induction checklist - continued
	Introduction to CTE
	

	Explain CTE legal structure, governance and staffing structure
	

	Explanation of Who’s who at CTE
	

	Brief history of CTE
	

	Annual cycle of events and members
	

	Future plans and developments
	

	Promotion and pay reviews 
	

	
	

	IT Requirements
	

	Supply/purchase new starter with suitable laptop with charger and accessories for their role etc
	

	Supply/purchase new starter with suitable mobile phone with charger and accessories for their role etc
	

	Explain safe usage of IT
	

	IT Support with contact details - APOJ
	

	Arrange core email address and IT systems access
	

	Identify additional IT systems access required and arrange access
	

	Introduce and explain IT systems, and identify any required training
	

	
	

	Welfare facilities
	

	Home working arrangements, self-assessment and training
	

	Transport to and from office and events
	

	Kitchen facilities at Office
	

	Wifi Access at Office
	

	The Staff Handbook
	

	Where to find CTE Policies and Procedures
	

	Staff Terms and Conditions
	

	Claiming Expenses with Pleo
	

	Staff Training
	

	Smoking policy
	

	General behaviour and dress code expectations
	

	Telephone calls 
	

	· 
	

	The job 
	

	Introduction to manager/supervisor
	

	Introduction to other staff
	

	Tour of the premises
	

	Requirements of new job
	

	Allocation of jobs and communication processes
	

	Standards expected
	

	Areas of training identified
	

	Supervision requirements outlined
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