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ACTIVE is part funded under the 

Leonardo da Vinci Programme
Volunteer Induction Checklist

	What
	Date completed

	About the Organisation:

Aims and philosophy

History and future plans

What services does the Organisation provide?

Who are the services users?

Organisational structure – staff what do they do?


	

	Volunteer policies and procedures


	

	Methods of reporting and communicating


	

	Support mechanisms:

Reimbursement of expenses

Insurance cover

Training/opportunities for personal development /resources support/supervision sessions

Social events


	

	Volunteer role – your rights  and responsibilities


	

	How are grievances handled 


	

	Health and safety policies and procedures


	

	Building – toilets, coffee area, exits, offices


	

	Introduced to other volunteers and members of staff


	


