Toolkit No 10 – INDUCTION PROCEDURE
Employee Name:  _____________________________________

	No.
	Key Tasks
	Date Completed


	Employee

Signature
	Staff Signature

	1.
	Contract of Employment


	
	
	

	2.
	Security e.g. key procedures


	
	
	

	3.
	Introduction to staff


	
	
	

	4.
	Introduction to buddy


	
	
	

	5.
	Pharmacy Assistant training manual


	
	
	

	6.
	Health & Safety checklist


	
	
	

	7.
	Location of SOPs


	
	
	

	8.
	Tour of building/fire escapes


	
	
	

	9.
	Complaints procedure


	
	
	

	10.
	Confidentiality and data protection


	
	
	

	11.
	Basic computer access


	
	
	

	12.
	Car parking


	
	
	

	13.
	Name badge


	
	
	

	14.
	Incident reporting


	
	
	

	15.
	Sickness reporting


	
	
	

	16.
	Booking annual leave


	
	
	

	17.
	Absence of a pharmacist procedure
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