Induction pack – suggested content

Information about the organisation

• Organisational chart and key staff roles

• Overview of the organisation

• Contact list

• Forthcoming events (with sign-up details)

• Organisational kit (e.g. polo shirt)

• Staff ID card/lanyard

The DofE

• The Handbook for DofE Leaders

• Adult volunteering leaflet

Organisation policies

• Equal Opportunities Policy

• Volunteer Policy

• Information on health and safety, confidentiality, data protection, risk assessments

Information for the role

• Induction checklist

• Role description

• Training Needs Analysis

• DofE training information

• List of useful websites

• DofE Code of Behaviour (LOs may have their own code of behaviour)

Administration

• Application form

• Supervision review form

• Expenses claim form

• Welcome letter
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