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Introduction

The intention of this induction checklist is to ensure that new directors become familiar with the all the key operations and functions of the organisation. The (organisation) Induction Policy describes each procedure on the checklist in further detail so please refer to this document for additional information. Ideally all items in the checklist are to be completed within 2 months of a new board member commencing their term. Any queries should be addressed to (Name),  President/Chair of (organisation). 

Initial Contact

Person Responsible – President

	Description
	Provided

	Contact new director and provide letter of welcome
	

	Role Description - Handout
	

	Code of Conduct - Handout
	


Induction Manual






Person Responsible – President

	Description
	Provided

	Current board member profiles
	

	Constitution and Strategic Plan
	

	By-laws 
	

	Current year-to-date budget
	

	Relevant sponsorship and funding agreements
	

	Two most recent annual reports
	

	Organisational chart
	

	Contact information for Board members and senior staff
	

	Meeting schedule and event calendar
	

	Board Charter
	


Introductions

Person Responsible – President


	Description
	Completed

	Introduce new director to the board & senior staff
	

	Nominate a mentor
	

	Arrange tour with CEO
	


Inclusion

Person Responsible – All Directors

	Description
	Completed

	Encourage the board to welcome the new director
	


Roles and Responsibilities

Person Responsible – Assigned Mentor

	Description
	Completed

	Roles and responsibilities of the board / expectations
	

	Decision making process
	

	Outline board performance and evaluation process
	

	Questions 
	


Briefing

Person Responsible – Assigned Mentor
	Description
	Completed

	Recent minutes
	

	Overview of current issues
	


Tour

Person Responsible – Assigned Mentor

	Description
	Completed

	Conduct tour of organisations offices and facilities. 
	

	Introductions to staff members
	

	Meeting space, parking, transport, kitchen, toilets, photocopier, office equipment etc 
	

	Provide security access card, keys, alarm codes, ID etc
	


Feedback

Person Responsible – New Director

	Description
	Completed

	Provide feedback to the President on the induction process
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