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Induction checklist
The induction is to help a new starter/volunteer settle in as soon as possible. The aim of this is to ensure that the volunteer understands the way in which the club/leagues works, the place of their role within this, and that they have a full understanding of their role and responsibilities. 

Inductions should commence on the first day of joining and be completed as soon as is practicable.
	Name of Club/League:
	

	Name of new starter:
	

	Start Date: 
	

	Role title:
	



Topics to Cover 						(Please tick once completed)
	Explanation of the induction
	

	Explanation of their role and expectations within the club/league
	

	Introduction to club/league officials and committee members 
	

	Informed of the club/league structure; 
	

	Informed of club/league overview & history; 
	

	Informed of key dates, meetings and events; 
	

	Facilities, equipment and storage; 
	

	Tour of club/league facilities (if applicable); 
	

	Received & signed code of conduct;
	

	Completed the Children’s Wellbeing in Scottish Football e-learning; 
	

	Received, completed and signed the Self-Declaration & Fair Processing Notice;
	

	Been provided and read the Wellbeing & Protection Policy; 
	

	Covered other relevant policies and procedures (E.g. health and safety, complaints);
	

	Confirm probationary period (if applicable); 
	

	Informed of club/league financial policies & procedures (e.g. expense claims); 
	

	Informed of annual leave days and TOIL policies (if applicable); 
	

	Training & Development opportunities outlined;
	

	Provided with key contact details at the club/league;
	


(This list is not exhaustive and can be added too to suit the club/league needs)

Induction Completion:
	Induction undertaken by (print name):
	

	Date of Completion: 
	

	Signature:
	

	New starter (print name):
	

	Signature:
	

	Date of Completion:
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