Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 7.1 – Induction Checklist

Employee Name: ______________________
Role: ________________________________
Start Date: ___________________________

Step 1: Before the Employee Starts
☐ Send welcome pack/club information, employee handbook, Wavepower.
☐ Prepare induction plan (first day, mentor, schedule).
☐ Set up workspace/equipment.
Step 2: First Day
☐ Welcome and introductions to colleagues, manager, mentor.
☐ Complete essential documents/admin.
☐ Health & safety briefing (fire safety, emergency points).
Step 3: First Week
☐ Explain club structure, rules, and culture.
☐ Explain club procedures – holiday booking, expenses.
☐ Go through role description and expectations.
☐ Explain performance assessment process.
☐ Provide first tasks with support.
Step 4: First Month
☐ Informal check-in meeting.
☐ Discuss training/coaching needs.
☐ Give constructive feedback.
☐ Agree short-term objectives.
Step 5: Three Months
☐ Review performance (strengths & improvements).
☐ Agree support plan (if needed) with timed goals.
☐ Update objectives.
Step 6: Six Months / End of Probation
☐ Hold probation review meeting.
☐ Confirm outcome: Continue employment / Extend probation / End employment (fairly & lawfully).
☐ Set next 6-month goals.
Step 7: Twelve Months
☐ Full performance review/appraisal.
☐ Gather feedback on induction process.
Step 8: Ongoing Development
☐ Identify further training and development opportunities.
☐ Continue regular feedback and support.
☐ Reinforce club values and long-term commitment.

