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Template – Induction and Orientation Checklist

	Employee Name: 
	Employment Date:

	Position: 
	Supervisor: 

	Induction completion date and signatures of employee and supervisor:




	Done
	Induction Topics
	Responsible
	Further Questions

	(
	1. Introduction & Materials 
	
	

	(
	Welcome Kit & Employee Handbook
	
	

	(
	Joining Formalities 
	
	

	(
	E-mail ID
	
	

	(
	Office Space: Desks, Computers, Printer etc.
	
	

	(
	2. Organization & Team
	
	

	(
	Introduction to Organisation: Vision, Mission, Values, Goals etc.
	
	

	(
	Introduction to Team Members
	
	

	(
	Introduction to main Donors and other Partners
	
	

	(
	3. Employment Conditions
	
	

	(
	Work Times and Meal Breaks
	
	

	(
	Leaves, Payroll & Allowances
	
	

	(
	Appraisal Discussions
	
	

	(
	Other conditions
	
	

	(
	4. Documentations & Tools 
	
	

	(
	Central Filing System
	
	

	(
	Publications of Organisation: Annual Report, Brochures etc.
	
	

	(
	Introduction to Website & Social Media
	
	

	(
	Branding Guidelines
	
	

	(
	5. Organisation Operating Model 
	
	

	(
	Program X: Structure, Process, Milestones, Future Plans & Goals
	
	

	(
	Program X: Logic Model, Monitoring and Evaluation, Reports
	
	

	(
	Program X: Beneficiary Stories
	
	

	(
	Visit to Program X
	
	


	Done
	Induction Topics
	Responsible
	Further Questions

	
	6. Job Specific Topics
	
	

	(
	
	
	

	(
	
	
	

	(
	
	
	

	(
	
	
	

	(
	
	
	

	(
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