

	[image: ][image: ]Employ.ed in a SME: 
Induction Checklist



Induction Checklists
The preboarding and onboarding processes include many tasks which need to be completed either before the internship begins, on the intern’s first day, or by the end of the first week. This checklist provides guidance on the most suitable times to complete these tasks, to ensure your intern’s induction is as seamless as possible.
Please note that some topics may not be relevant to organisations employing an intern who will work exclusively on-site or remotely. You may also need to include additional processes specific to your organisation. For further guidance on inducting new staff, see: 
· Business Gateway: How to manage staff effectively – a guide for line managers 
· Acas: Induction checklist template
· GOV.UK: Employing staff for the first time
It is recommended that line managers share any preboarding tasks with their intern at least two weeks before their intern’s official start date to give them plenty of time to complete the tasks by their first day. If possible, line managers should follow up with their intern a week before their start date to check on progress with preboarding tasks and to see if they have any questions.
For the intern’s first day, you may want to consider booking a quiet space or meeting room to talk through some of the essential onboarding information with your intern. Remind your intern to take notes during the meeting, as they might not be in the way of doing this just yet.
Before meeting with your intern to discuss onboarding tasks, check if there is anyone in your department who can help with any of the tasks, e.g. building access or IT setup. 
	Topic 
	Useful Links/further information 
 
	Completed 

	
Preboarding: Contact new start and include


	Confirmation of start date and start time.
	
	☐

	Share the name of the person to report to on first day. 
	
	☐

	Dress code, if applicable to your organisation. 
	
	☐

	Location plan or directions to workplace and parking/public transport information.
	
	☐

	Reminder to bring any outstanding documents on their first day (if not already provided during recruitment). 
	
	☐

	Check if any reasonable adjustments are required. 
	e.g. physical/accessibility adjustments, working arrangements, equipment, sensory needs, role adjustments 
	☐

	Ensure the intern has signed their contract. 
	
	☐

	Ensure the intern has shared any required personal, administrative, and payroll information needed to complete the organisations onboarding process. 
	For example, bank details, emergency contact details etc.  
	☐

	
Preboarding: Workplace arrangements


	Ensure the intern’s workstation is prepared and equipped (e.g. desk, chair, laptop, stationery, any reasonable adjustments etc. are in place). 
	
	☐

	Ensure the intern has appropriate equipment to work from home (e.g. laptop, monitor, keyboard, mouse, headset etc). 
	
	☐

	Arrange access to IT systems (accounts, login details, email etc.)
	
	☐

	Arrange building access as per local procedures if applicable. 
	
	☐

	Plan induction programme. 
	Ensure the intern is aware of any key training they need to complete as part of their induction. Schedule a longer meeting to introduce and discuss the internship project in detail, and highlight key people across the organisation who it would be beneficial for the intern to meet.
	☐

	Ensure colleagues and departments are aware of new intern starting. 
	
	☐

	
First Day



	Introduction to the role and organisation (E.g. business information, organisational chart, culture and values).
	Explain any organisation-specific terminology, acronyms and ways of working that the intern is likely to encounter.
	☐

	Introduction to Line manager/supervisor/buddy and relevant staff who they will be working closely with. 
	It is a nice idea to assign the intern a buddy (not their line manager but an experienced team member who can answer everyday questions, explain how things work, and help them settle in and feel comfortable during their first few weeks. 
	☐

	Ensure the intern has completed all allocated preboarding tasks.
	
	☐

	Building access – keys and security arrangements e.g. building opening hours and location of building facilities e.g. toilets/kitchen/bike storage/breakout space as applicable.
	
	☐

	Emergency evacuation procedures. Complete a “personal employee evacuation plan” (PEEP) if required.
	https://peepsinfo.co.uk/what-is-a-peep/ 
	☐

	Show working area; desk, chair, laptop (everything should be ready for first day).
	 
	☐

	Check that the intern has the necessary IT equipment, systems access, and accounts set up and ready to use.
	
	☐

	Local health and safety arrangements (local contacts, fire stewards and first aiders etc. should all be communicated to the intern), fire alarm system and testing schedule, and first aid and accident reporting.
	 
	☐

	Check that the intern is set up for remote working and understands the organisation’s expectations and practices for remote/hybrid working.
	
	☐


	Share absence and sickness monitoring processes.
	Ensure it is clear to the intern who they need to contact if they will not be able to attend work. 
	☐


	Check that the intern has completed any required new starter, payroll, tax, or employment documentation.
	 
 
	☐

	
End of First Week



	Share the details of the role and key responsibilities, this should include a project plan and milestones. Provide handover notes for the role, if applicable.
	
	☐

	Share information on social gatherings; team outings and recreational activities. Office/department social groups/clubs, (if applicable).
	
	☐

	Check that the intern has received staff card, login details and staff email account set up (if applicable).
	
	☐

	Working hours and pattern confirmed.

	
	☐

	Discuss best method of communication with line manager (e.g. face-to- face, email, Teams call, phone call).
	
	☐

	Plan for regular one-to-one meetings to discuss progress and for any adjustments to be made.
	It is useful practice to encourage your intern to book these meetings and arrange where they will take place. 
	☐

	Share your organisation’s required training 
	For example, data protection/record management, anti-bribery, health and safety, social responsibility and sustainability etc.
	☐

	Share the schedule and format of any team and department wide meetings.
	
	☐

	Share any other local systems and policies.
	
	☐

	Share annual leave entitlement and booking leave arrangements (if applicable). 

	
	☐

	Talk through time and method of pay, procedures for claiming expenses (if applicable).
	
	☐

	Share information on Pensions (if applicable).
	
	☐

	Check any reasonable adjustments have been put in place and are meeting the intern’s required needs (if applicable).
	
	☐

	Explain how the intern will receive feedback and encourage them to ask for feedback throughout the internship.
	
	☐

	Check in with the intern about how their first week has gone and whether they have any questions, concerns or additional support needs.
	
	☐

	Employ.ed in a SME specific tasks: 
	Useful Links/further information

	Completed

	Encourage your intern to take part in the Edinburgh Award and ask about the 3 skills they would like to focus on for this and develop throughout their internship.  
	Your intern can enrol in a self-led course for the Edinburgh Award (Work Experience). This supports them to pick three skills to develop over the internship, which they will reflect on and learn how to talk about.

Edinburgh Award | Careers | Careers Service
	☐
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