
Employee Induction Checklist

Welcome to Harlow Council.

This checklist has been designed to help you as a new employee and your line manager during the first few weeks of you joining the Council. We realise that there is much to learn and absorb about the work of the Council, your role, and your new colleagues; all of which can appear very daunting.

Your line manager will take you through this checklist to provide advice, guidance, instruction, and determine any further training needed as required. To ensure that no item is missed, you will be asked to initial and date each item as it is completed. Some items may not apply and your line manager will mark these as “N/A”.

I wish you every success in your new career with Harlow Council. Yours sincerely

              James Gardner
Managing Director




Employee’s Name: Employee’s Job Title: Employee’s Service: Employee’s Start Date: Line Manager’s Name:
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Settling In & Working Arrangements


	To be completed on the employee’s first day:
	EMPLOYEE
INITIALS:
	DATE:

	Return the New Starter and HMRC new starter , P45 and Bank Details form to HR/Payroll
	
	

	Clarify job description and purpose
	
	

	Discuss working hours, lunch breaks & time keeping - how to record time/complete timesheets
	
	

	Security arrangements e.g. door entry code/key box/Civic Centre and building access
	
	

	Tour of building, discuss and personal emergency evacuation plan (PEEP) needs 
	
	

	Departmental structure
	
	

	Council structure
	
	

	Committees
	
	

	Officer Declaration Interest and Gift & Hospitality forms
	
	

	Authorised signatories
	
	

	Overtime
	
	

	Accident/aggressive incident procedures
	
	

	First aid arrangements
	
	

	Activating fire alarm and fire alarm procedures
	
	

	Contacting emergency services
	
	

	Safe working practices e.g. correct and safe use of equipment/substances/tools etc
	
	

	Car park permit (if applicable)
	
	

	Use of Council vehicles (if applicable)
	
	

	Recycling procedures
	
	

	iTrent demonstration of how to view and edit personal information
	
	



Policies


	To be completed on the employee’s first day: All policies viewable from this link
	EMPLOYEE
INITIALS:
	DATE:

	Anti-Fraud and Corruption Strategy
	
	

	Corporate Equality Policy
	
	

	Corporate Information Security and ICT Acceptable Use Policy
	
	

	Data Protection Act and Internal Data Breach Policy
	
	

	Dignity at Work Policy
	
	

	Disciplinary Procedure
	
	

	Domestic Violence and Abuse Policy
	
	

	Drugs, Alcohol, Substance Misuse and Gambling Policy 
	
	

	Grievance Procedure
	
	

	Harlow Council Child Protection and Safeguarding Policy 
	
	

	Health & Safety Handbook
	
	

	Hybrid Working Policy
	
	

	Officer’s Code of Conduct
	
	

	Probation Policy
	
	

	Sickness Absence Management Policy 
	
	

	Whistleblowing Policy
	
	

	Refer to further policies available on Kaonet
	
	


[image: ]
Meeting People


	To be completed within the employee’s first week:
	EMPLOYEE
INITIALS:
	DATE:

	Department/team
	
	

	Director
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Communication


	To be completed within the employee’s first week:
	EMPLOYEE
INITIALS:
	DATE:

	How to use the telephone (e.g. making internal/external calls)
	
	

	How to use the photocopier/scanner
	
	

	Set up email signatures and alternative contacts
	
	

	Code of Connection (CoCo) & Government Connect Secure eXtranet (GCSx) (if applicable)
	
	

	Website and Kaonet
	
	

	How to access and navigate the staff directory on Kaonet
	
	

	Private emails, private telephone calls, and use of internet
	
	

	Internal/External post arrangements
	
	

	Weekly briefing
	
	

	Global emails
	
	

	Location of electronic notice boards
	
	

	Team meetings
	
	

	Dealing with press enquiries
	
	





Training Needs


	To be completed within the employee’s first week:
	EMPLOYEE
INITIALS:
	DATE:

	Please state details of any Job Specific training required:
	
	

	Please state details of any ICT training required:
	
	

	Please state details of any additional training required e.g. GDPR etc:
	
	

	HR will email the new starter with mandatory learning. 
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Performance Management


	To be completed within the employee’s first month:
	EMPLOYEE
INITIALS:
	DATE:

	Service Plans/Performance Indicators/Targets
	
	

	Personal Performance Plans (PPPs)
	
	

	Training & Development Strategy
	
	

	Risk Management Strategy
	
	




Any Other Items


	To be completed by the Line Manager. Please add anything specific to your Service
e.g. policies, procedures, key contacts in other departments etc:
	MANAGER
INITIALS:
	DATE:

	Explain employee’s role in achieving BVPI’s
	
	

	Delegation - clarify what day to day responsibility and authority the employee will have and whether or not they will be expected to deputise in the managers absence
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



EMPLOYEE INDUCTION COMPLETED





Employee Signature:	Date:

Line Manager Signature:	Date:




Once complete, please send to human.resources@harlow.gov.uk.
The employee and manager should keep a copy for their records.
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1  

      E mpl o y e e   Indu c t ion Ch eck l i s t     W e l c o m e   t o   H a r l ow   C ounc il.     T h i s   che c k li st has   been   des i g ned   t o   he l p   y ou   as   a   new   e m p l o y ee   and   y o u r   li ne   m an a g er du r i n g   t h e  f i r st   f ew   w ee k s   o f   y ou   j o i n i ng   t he   C ounc il .  W e   r e a li se   t hat   t he r e   i s   m u ch   t o   l ea r n   and   abs o r b   abo u t  t he   w o r k   o f  t he   C ounc il ,   y our   r o l e,   and   y our   new   co ll ea g ues;   a l l  o f   w h i ch   can   appear  v e r y   daun t i ng.     Y our   li ne   m an a g er   w il l   t a k e   y ou   t h r o u g h  t h i s   che c k li st   t o   p r o v i de   adv i ce,   gu i dance,   i ns tr u c t i on,   a nd  de t e r m i ne   any  f u r t her   t r a i n i ng   needed   as   r e q u i r ed.   T o   ens u r e   t h at   no   it em   i s   m i ssed,   y ou   w i l l   be  as k ed   t o   i n i t i al   and   da t e   each   i t em   as   i t   i s   co m p l e t ed.   S o m e   i t e m s  m ay not   app l y   and   y our   l i ne  m an a g er  w i l l  m a r k   t hese   as   “ N / A ” .     I   w i sh   y ou   e v e r y   success   i n   y our   new   ca r eer  w i t h   H a r l ow   C ounc il .  Y ou r s   s i nc e r e l y                    James Gardner   M ana g i ng   Di r ec t or           E m p l o y ee ’ s   N a m e:  E m p l o y ee ’ s   Job   T i t l e:  E m p l o y ee ’ s   S e r v i ce:  E m p l o y ee ’ s   S t a r t  D a t e:  L i ne   M ana g e r ’ s   N a m e :  

 

 

 

 

 

