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	Employee name:

	Job title:

	

	Focus
	Tick when completed

	Application form/CV
	

	Staff profile
	

	Job description and contract/agreement signed 
	

	DBS forms distributed (or copy of DBS)
	

	Copies of Certificates/qualifications
	

	Payroll/bank details 
	

	Background to AVCT and company structure
	

	Tour of premises and welfare facilities
	

	Health, Safety & Environmental briefing (Including fire procedures)
	

	Specific job details and context
	

	Training needs identified if relevant
	

	Staff ID badge issued
	

	Set up employee on IT base (passwords/emails)
	

	Other
	


Staff Induction Checklist
I have understood the details of my Employment Induction with Alt Valley Community Trust.

Employee Signature:         _________________________________

Date:                 __________________________________________
Comments upon the Induction Process: (Tell us how we could improve it!)
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Manager’s Signature: _____________________________________________
Date: __________________________________________________________
When completed please forward copy of induction pro forma to Danielle Forman (danielleforman@altvalley.co.uk)
Alt Valley Community Trust
The Communiversity 
Altcross Road

Croxteth
Liverpool
L11 0BS
Telephone: 0151 546-5514
Website: www.altvalley.co.uk









