1. 
Volunteer Induction Checklist 

Name

 ________________________ 

Volunteer Role ________________________

Date started
 ________________________

	Checklist
	Signed
	Date

	Introduction to staff.
	
	

	Tour of the office
	
	

	Explain Health and Safety Procedures, Fire procedures and location of Fire extinguishers, exits etc
	
	

	History of the organisation and how the service works on a day to day basis
	
	

	Service structure 
	
	

	Relationships between different roles
	
	

	Confirm volunteer's hours and what to do if can’t make shift
	
	

	Explain rate of expenses and procedure for claiming these.   
	
	

	Explain phone system.
	
	

	Outline filing system and reference material.
	
	

	Show stationery and supplies.
	
	

	Explain relationship with relevant external agencies.
	
	

	Strategic and development plans and future direction of service.
	
	

	Outline initial training schedule, training policy, probation period and organisation’s expectations.
	
	

	Supply Copy of Volunteer Handbook and when reviewed, have volunteer sign sheet regarding accepting procedures and confidentiality.
	
	


