Staff Checklist 
Induction Program: DAY 1 

Name:

	Activity 
	Yes\No\Comment

	I have met my Line Manager (Team Leader/Manager)
	

	I have met my Preceptor/Buddy
	

	I have met my Clinical Supervisor
	

	I have been shown amenities:

· Toilets

· Kitchen area
	

	I have received my Building Access and ID Card
	

	I can "log-in" on my computer
	

	I have an organisational chart
	

	I have a list of important telephone numbers
	

	I have returned all necessary paperwork to Human Resources
	

	I can access the "Welcome to [Insert Name] " package on the intranet at [insert web address] 
	

	I know where supplies, stationery photocopier, printer and fax are located


	

	I have been provided with information on the surrounding local area


	

	My workstation is comfortable
	

	I have the equipment I need


	

	I have received a Code of Conduct, read it and am ready to discuss it with my Preceptor/Supervisor/Manager

	

	I need to ask my  Preceptor/Supervisor/Manager about the following matters:
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