Sample Induction Programme (this needs to be more flexible than a staff induction as the volunteer may not be working as often).
Name of Volunteer:      ____________________________
Department:                  ____________________________

Volunteer’s role title:   ____________________________
Member of Staff 


Dept

   Date

Time

Inducting volunteer



__________________
_____________​​_
___________
_______

__________________
______________
___________
_______

__________________
_____________​​_
___________
_______

Checklist (please note this list is not in priority of importance)

References taken up


(
Insurance Cover
(


Confidentiality form completed

(
Office Procedures
(
Task description agreed


(
Expenses

(
Health & Safety/accidents

(
Training

(
Probationary period


(
Support

(
Emergency Contact Name

(
Boundaries

(
Volunteers Policy Read


(
History/Ethos
(
Relevant Documentation Given

(
Any Questions
(
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