	Volunteer Induction and Training Record
	



	Details

	Name:
	


	Service Area:
	

	Location:
	

	Date started:
	




	Emergency Contact Details

	Name:
	
	Address:

	Telephone:
	
	

	Email:
	
	

	Do you have any medical conditions that the SWHT should be aware of?





	Induction 
Please note when these areas of training have been received
	Staff Initial
	Date

	Supervisor appointed
	
	

	Individual role & schedule
	
	

	Role specific Health and Safety Training completed - Risk Assessments, First Aid, Reporting accidents and incidents and H&S Online Courses/ DSE Assessment Offered (if more than 1 hour at computer per day) 
	
	

	Tour of Work Areas , Breaks & use of facilities
	
	

	Read Volunteer Handbook & associated Policies
	
	

	Site Volunteer sheet updated with Personal Info and Emergency Contacts
	
	

	Safeguarding policy/ Video Watched – declaration completed
	
	

	Workplace protocols (e.g. dress code, office etiquette, telephone procedures, smoke free policy, visitors, car parking)
	
	

	Emergency evacuation & Security procedures/ fire wardens 
	
	

	Confidentiality (staff, volunteers, depositors, etc.)
	
	

	Email and Internet Security Guidelines and Data Protection 
	
	

	Signing in & out, letting someone know where you are
	
	




	
Record of Training Requested / Received
	Staff Initial & Date

	Manual Handling
	

	Working at Height
	

	Open Fires
	

	
	

	
	

	
	

	
	

	
	

	
	

	Notes

	

	Volunteer
Signature …………………………………….      Date Completed …………………………………….      

Manager  
Signature …………………………………….      Date Completed …………………………………….      
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