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[COMPANY NAME] – HR CHECKLIST
EMPLOYEE INDUCTION CHECKLIST
Everything a new starter needs to be shown and told in their first day and first week, so they feel welcome, know how things work and stay safe.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-006
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Making sure every new employee gets the same clear company induction and recording that they have had it.

	Who fills it in
	The Manager or Team Leader giving the induction ticks each topic. The new starter initials each section and signs at the end.

	When
	Sections 1–5 on the first day, before any practical work. Section 6 at the end of the first week.

	Time needed
	About 2½ hours on day one, plus 15 minutes at the end of week one. Split it up with breaks – nobody takes it all in at once.

	You will need
	The contract and Employee Handbook, the structure chart, the policies in the truck file, the new starter’s PPE, and the Technical (Site Safety) Induction Checklist (ARB-HR-009).

	Where it goes
	The employee’s personnel file. Keep it for the length of employment plus 6 years. Add the induction date to the training matrix.



	Guidance for the business owner – remove before issue
Replace everything in [red], delete any topics that do not apply to your business, and delete this box before use.
What this checklist covers. This is the company induction: what the new starter is shown and told. The admin behind it (right to work, payroll, pension, DVLA checks, kit ordering, probation dates) is in the Employee Onboarding Checklist (ARB-HR-005). Hands-on safety training for chainsaws, climbing, chippers, noise, vibration and so on is recorded on the Technical (Site Safety) Induction Checklist (ARB-HR-009). Section 4 here only introduces those topics so the starter knows what is coming.
Legal points (checked 23/09/2026). The Management of Health and Safety at Work Regulations 1999 (regulation 13) require adequate health and safety training when someone is recruited. Anyone under 18 needs a young person’s risk assessment before they start (regulations 3 and 19). The written statement of particulars (Employment Rights Act 1996 s1) must be given on or before day one. From 30 October 2026 you must take “all reasonable steps” to prevent sexual harassment, including by third parties such as clients, so explain how to raise a concern in Section 2. From 30 October 2026 you must also give a statement of the right to join a trade union; the prescribed wording is still pending, so add it to the handbook when published.
Keep this record. HSE inspectors, insurers and auditors (Arboricultural Association, CHAS, SafeContractor, Constructionline) regularly ask to see signed induction records.
Offer support. Some people find a lot of spoken information hard to take in. Offer to go through the handbook again later, give written copies, and check understanding by asking questions rather than just asking “Is that OK?”.



How to use this checklist
	1
	Book time on the first day with no site work. Have the documents listed on the cover ready.

	2
	Go through Sections 1–5 in order. Tick each topic once you have covered it and the new starter has had the chance to ask questions.

	3
	Ask the new starter to initial the bottom of each section. Write anything left to do in the Notes column and in Section 6.

	4
	Give the Technical (Site Safety) Induction (ARB-HR-009) before any practical work.

	5
	At the end of week one, sit down together for Section 6, then both sign.



	New starter
	
	Job title
	

	Start date
	
	Inducted by
	

	Induction started
	
	Induction completed
	

	Team Leader
	
	Buddy / mentor
	



	For the new starter
This induction is here to help you settle in and stay safe. Ask as many questions as you like. If you would like this in a different format, more time, or someone to go through anything again, just ask.



 1    Welcome and your job
Section 1 of 7  ·  About 30 minutes  ·  Manager with the new starter

	✓
	Topic – what we showed or told you
	Notes
	Initials

	☐
	Welcome to the company: who we are, what work we do (for example tree surgery, hedge work, grounds maintenance), our main types of client and what we care about
	
	

	☐
	Company structure chart: who’s who, who you report to, and who to go to for what
	
	

	☐
	Introductions to the team, your Team Leader and your buddy or mentor
	
	

	☐
	Yard or depot tour: where vehicles, kit, fuel and chemicals are kept, and the designated storage areas
	
	

	☐
	Your job description (ARB-HR-015 to 019) and the Core Duties that apply to everyone (ARB-HR-017)
	
	

	☐
	Working hours, start and finish times, meeting point and travel to site
	
	

	☐
	How work is allocated and how hours are recorded, for example the [Connecteam / job app] or timesheets
	
	

	☐
	How we keep in touch: [app / group chat / phone], and who to call if you are running late, sick or cannot get to work
	
	

	☐
	Mobile phone policy: when you can and cannot use your phone, especially when driving or operating machinery
	
	

	☐
	Employee safety representative (if you have one): who they are and what they do
	
	



	New starter initials
	
	Date
	



 2    Your contract, pay and the way we work
Section 2 of 7  ·  About 30 minutes  ·  Manager with the new starter

	✓
	Topic – what we showed or told you
	Notes
	Initials

	☐
	Contract of Employment (ARB-HR-001) explained: the main terms, and a signed copy given to you
	
	

	☐
	Employee Handbook (ARB-HR-002) given, and where to find it (paper copy, app or shared drive)
	
	

	☐
	Pay: pay day, how you get your payslip, and how overtime or extra hours are agreed and recorded
	
	

	☐
	Holidays: your entitlement, the holiday year and how to book time off
	
	

	☐
	Sickness: how and when to report it, fit notes, and that Statutory Sick Pay is payable from day one
	
	

	☐
	Pension: you will get a letter explaining workplace pension auto-enrolment
	
	

	☐
	Probation: how long it lasts, and your reviews at around 4 weeks and 12 weeks
	
	

	☐
	Your personnel file: what we keep, that it is confidential and locked away, and that you can ask to see your own file
	
	

	☐
	Privacy Notice [ref]: how we use and protect your personal information
	
	

	☐
	Grievance and disciplinary procedures: where to find them and who to speak to
	
	

	☐
	Equality and dignity at work: we do not tolerate bullying, harassment (including sexual harassment by colleagues or clients) or discrimination, and how to raise a concern
	
	

	☐
	Whistleblowing: how to report wrongdoing safely
	
	

	☐
	Anti-Bribery, Corruption & Competition Law Policy (ARB-POL-01), including gifts from clients and not selling timber or logs from site
	
	

	☐
	Trade union statement: your right to join a trade union (from 30 October 2026)
	
	



	What this means for you
If a client pays you in cash to “take a few more branches off while you are here”, say no and ring the office. Extra work goes through us, so you are insured and paid properly.



	New starter initials
	
	Date
	



 3    Health, safety and the environment – the essentials
Section 3 of 7  ·  About 45 minutes  ·  Manager with the new starter

Our Health & Safety Policy in one line: you should go home each day as healthy as you arrived. Nobody should ever feel pushed to carry on with something unsafe.
	✓
	Topic – what we showed or told you
	Notes
	Initials

	Policies and your duties

	☐
	Health & Safety Policy [ref]: our commitment, who is responsible for what, and where the policy is kept (truck file and noticeboard)
	
	

	☐
	Your own duties: take care of yourself and others, follow training, and use kit and PPE properly
	
	

	☐
	Stop work: anyone can and should stop a job that looks unsafe, without blame
	
	

	☐
	Environmental Policy [ref]: preventing spills, using spill kits, waste and recycling
	
	

	☐
	Biosecurity Procedure [ref]: cleaning boots, tools and machinery between sites, and pests and diseases such as ash dieback and oak processionary moth
	
	

	☐
	Wildlife and protected trees: stop and tell your Team Leader if you find a nest, bats or other wildlife, and never go beyond the agreed work on a TPO or Conservation Area tree
	
	

	☐
	Drug & Alcohol Policy [ref], including medicines that can make you drowsy
	
	

	☐
	Driving at Work Policy [ref]: who may drive, towing, and never using a hand-held phone
	
	

	Emergencies

	☐
	Emergency procedures on site: the site emergency plan, grid reference or what3words, nearest A&E, and how to direct an ambulance
	
	

	☐
	Aerial rescue: every climbing job has a rescue plan and a trained rescuer on the ground (covered in ARB-HR-009)
	
	

	☐
	Fire in the yard: fire risks, what to do, assembly point, and where the extinguishers are and which type to use
	
	

	☐
	First aid: who the first aiders are, where the kits are (vehicles and yard), and bleed control kits for chainsaw work
	
	

	☐
	Accidents, incidents and near misses: report every one the same day, how to report it, and why near misses matter
	
	

	Welfare

	☐
	Car parking, toilets, washing, changing and drying facilities in the yard
	
	

	☐
	Welfare on site: toilets, handwashing (including hand wipes), shelter, and places to stop on the way
	
	

	☐
	Lone working and keeping in contact [if relevant]
	
	



	New starter initials
	
	Date
	



 4    Safe working – what comes next
Section 4 of 7  ·  About 20 minutes  ·  Manager or Team Leader

Today you get the introduction. The hands-on training and checks for each topic are done and recorded on the Technical (Site Safety) Induction Checklist (ARB-HR-009) before you do any practical work.
	✓
	Topic – what we showed or told you
	Notes
	Initials

	☐
	Only do tasks you are trained and certified for. If you are unsure about a task or machine, stop and ask
	
	

	☐
	Certificates: we have copied yours, and you carry any competence cards on site
	
	

	☐
	Risk assessments and method statements, and the dynamic risk assessment you do on arrival and as things change
	
	

	☐
	PPE: what you get, how to look after it, and how to report damage
	
	

	☐
	Manual handling: use aids, cut to manageable sizes and ask for help
	
	

	☐
	Noise and hand-arm vibration (HAVS): why they matter, and that you must report tingling, numbness or dull hearing
	
	

	☐
	Chainsaw safety, including scabbards on for transport and top-handled saw rules
	
	

	☐
	LOLER: climbing and lifting kit is inspected before use and thoroughly examined every 6 months
	
	

	☐
	Equipment defects: how to report them, and never using kit tagged as defective
	
	

	☐
	Vehicle safety: loading, securing, towing, reversing and using a banksman
	
	

	☐
	COSHH: fuel, oils, coolant and other hazardous substances, and where the COSHH sheets are
	
	

	☐
	Asbestos awareness: what to do if you find suspect materials on site
	
	

	☐
	Phototoxic and harmful plants, for example giant hogweed
	
	

	☐
	Hazards to check for: overhead power lines, underground services, highways, public footpaths and hidden objects in trees
	
	

	☐
	Your Technical Induction is booked for: [date and who will deliver it]
	
	



	Tip
Write the name and phone number of your Team Leader in your phone now, and save the yard address and emergency plan.



	New starter initials
	
	Date
	



 5    Your health at work
Section 5 of 7  ·  About 10 minutes  ·  Manager with the new starter

We look after your health as well as your safety. Anything you tell us about your health is kept confidential and separate from your personnel file.
	✓
	Topic – what we showed or told you
	Notes
	Initials

	☐
	Why we ask you to complete a Medical (Fitness for Work) Questionnaire (ARB-HR-010): so we can put controls or adjustments in place, for example if you have diabetes, epilepsy or a severe allergy to stings
	
	

	☐
	Health surveillance: HAVS (ARB-HR-011) and hearing (ARB-HR-012) checks if you use vibrating or noisy kit, and how often they happen
	
	

	☐
	Tell us about anything that could affect safe working, such as new medication, an injury, or being pregnant, so we can review your risk assessment
	
	

	☐
	Reasonable adjustments: we will talk to you first and work out any adjustments together
	
	

	☐
	Where to get support, for example your GP, an employee assistance programme or mental health first aider [if you have one]
	
	



	New starter initials
	
	Date
	



 6    End of week one check-in
Section 6 of 7  ·  About 15 minutes  ·  Team Leader with the new starter

	How are you feeling about…
	Confident
	Getting there
	Need help

	Knowing who to go to and how to contact them
	☐
	☐
	☐

	Knowing what to do in an emergency on site
	☐
	☐
	☐

	Knowing how to report an accident, near miss or defect
	☐
	☐
	☐

	Knowing how your hours, pay and holidays work
	☐
	☐
	☐

	Feeling part of the team
	☐
	☐
	☐



	What has gone well this week?

	



	Is there anything you are unsure about, or would like to go over again?
For example: a policy you did not follow, a piece of kit, or something you want written down.

	



Anything still to do from this induction
	Action
	Who
	By when
	Done ✓

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



 7    Sign-off
Section 7 of 7  ·  About 2 minutes  ·  New starter and Manager / Team Leader

New starter: I have had this induction, I understand the information I have been given, and I have had the chance to ask questions. Manager / Team Leader: I confirm this induction is complete and any outstanding actions are recorded above.
	
	New starter
	Manager / Team Leader

	Name
	
	

	Signature
	
	

	Date
	
	



Related documents
	Reference
	Document

	ARB-HR-001
	Contract of Employment

	ARB-HR-002
	Employee Handbook

	ARB-HR-005
	Employee Onboarding Checklist (admin)

	ARB-HR-009
	Technical (Site Safety) Induction Checklist

	ARB-HR-010 to 012
	Medical, HAVS and Hearing Questionnaires

	ARB-HR-015 to 019
	Job Descriptions

	ARB-POL-01
	Anti-Bribery, Corruption & Competition Law Policy

	[ref]
	Health & Safety, Environmental, Biosecurity, Drug & Alcohol and Driving at Work Policies; Privacy Notice



Document control
	Document
	Employee Induction Checklist (ARB-HR-006)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	AOS v2 ADHD-friendly rewrite. Admin items moved to ARB-HR-005; technical topics signpost ARB-HR-009. Added pay, holidays, day-one SSP, pension, privacy, grievance, harassment, whistleblowing, trade union statement, wildlife/TPO, aerial rescue and health support; week-one check-in and action log.
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