Induction checklist template

• Volunteer induction for <Insert DofE Volunteer name> 
• First day in role: ____/____/____

• Volunteer Manager: <Insert Volunteer Manager name>. What Who When Complete
	What 
	Who
	When
	Complete

	Personal
	
	
	

	Introduction to staff & volunteers


	
	
	

	Tour of the building - e.g. use of kitchen, bathroom


	
	
	

	The role
	
	
	

	Role description


	
	
	

	Volunteer agreement - e.g. confidentiality


	
	
	

	Training


	
	
	

	The organisation
	
	
	

	Organisational chart


	
	
	

	Staff job descriptions


	
	
	

	Role of volunteers and staff - Volunteer policy/ethos


	
	
	

	DofE numbers/situation (e.g. participation numbers)


	
	
	

	Policies & procedures
	
	
	

	Health & safety (including emergencies)


	
	
	

	Equal opportunities


	
	
	

	Volunteer Policy


	
	
	

	Child protection


	
	
	

	Confidentiality


	
	
	

	Data protection and data access


	
	
	

	DofE Code of Behaviour


	
	
	

	Practical Support
	
	
	

	Support and supervision


	
	
	

	Expenses


	
	
	

	Training


	
	
	

	Volunteer Management catch ups


	
	
	

	DofE resources, website and eDofE
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