Induction Checklist

The checklists have been produced to ensure that you:

· Acquire all the knowledge required of a new team member.

· Take more ownership of your development.

· Can be more of an effective team member in your role.

There are a variety of sources of information to help you complete the induction checklists, including:

· Employee handbook.

· Contract of employment.

· Attendance at the company induction programme.

· Your Team Leader.

· Team members and other colleagues.

TICK the Self Check box when you have acquired the knowledge. Try using your Team Leader to ‘test’ you.

	CORPORATE


	√
	DEPARTMENTAL
	√

	Introduction to the Company


	
	Introduction to the Department
	

	Company history
	
	Structure of the function
	

	
	
	
	

	Senior management structure
	
	Structure of the department
	

	
	
	
	

	Contact names in H.R. / Training
	
	Who’s Who on the department
	

	
	
	
	

	Other functions within Building 
	
	
	

	
	
	
	

	Other office locations/ functions
	
	
	

	
	
	
	

	Tour of building
	
	Tour of office area
	

	
	
	
	

	esure Overview


	
	Department Overview
	

	Company image
	
	
	

	
	
	
	

	Target customer
	
	Customer expectations
	

	
	
	
	

	Customer complaints overview
	
	Main internal customers
	

	
	
	
	

	
	
	Our service suppliers
	

	
	
	
	

	Main competitors
	
	
	

	
	
	
	

	Unique Selling Points
	
	
	

	
	
	
	

	
	
	Function/department strategy
	

	
	
	
	

	
	
	Current department performance
	

	
	
	
	

	Data Protection Act
	
	Principles of insurance
	

	
	
	
	

	General Insurance Standards Council
	
	Policy
	

	
	
	
	

	Money laundering
	
	Underwriting
	

	
	
	
	

	Fraud
	
	Best practice
	

	
	
	
	

	
	
	Claims handling process
	

	
	
	
	


	CORPORATE


	√
	DEPARTMENTAL
	√

	Working Hours


	
	Working Hours
	

	Building opening times
	
	Team shifts
	

	
	
	
	

	Normal office hours
	
	Time keeping standards
	

	
	
	
	

	Variations due to needs of business
	
	Overtime/time off in lieu policy
	

	
	
	
	

	Break Times


	
	Break Times


	

	Break policy
	
	Rotas
	

	
	
	
	

	Leaving the Building
	
	Importance of punctuality
	

	
	
	
	

	
	
	Minimum cover on department
	

	
	
	
	

	Appearance


	
	
	

	Company dress standards
	
	
	

	
	
	
	

	Personal grooming
	
	
	

	
	
	
	

	Security pass disciplines
	
	
	

	
	
	
	

	Corporate Communications


	
	Function Communications
	

	Cover Notes
	
	Departmental communications
	

	
	
	
	

	Notice boards
	
	Bulletins 
	

	
	
	
	

	Esure intranet
	
	Media enquiry procedure
	

	
	
	
	

	HBOStoday.net
	
	‘Grapevine’ Project Report
	

	
	
	
	

	Internet policy
	
	Internal & external mail procedure
	

	
	
	
	

	E-mail address
	
	Internet Cafe
	

	
	
	
	

	E-mailing policy inc. monitoring
	
	Telephone extension numbers
	

	
	
	
	

	Ops Manager monthly report
	
	Telephone opening salutations
	

	
	
	
	

	Chief Executive’s Quarterly Meetings
	
	Departmental meetings
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