Employee Induction Checklist

Employee Name:

Start Date:

Checklist

ltem

Welcome and Introduction
Company Overview
Workplace Tour

Policies & Procedures

Health & Safety Information
Job Responsibilities

Payroll & Benefits

IT Access & Equipment Issued
Emergency Procedures

Meet Key Team Members

Position:

Department:

Completed

Date

Initials

Employee Signature / Date

HR/Manager Signature / Date
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