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    TRUSTEE INDUCTION CHECKLIST 

	Welcome tasks 

	A welcome meeting and tour of the organisation to meet its staff, volunteers and beneficiaries.


	A meeting with a small group of trustees, including the Chair, to brief the new member on what is going on in the organisation, recent key decisions, challenges, and longer-term plans.


	Teaming up with an existing trustee. 


	Organisational Information

	Brief history of the organisation & Mission statement

	Organisation/staff structure

	Contact details of board members and key personnel

	Business or strategic plan

	Key documents

	Check paperwork – legal status, passport, driving licence

	Arrange DBS check 

	Paperwork - Volunteer agreement, Emergency Form, Consent Form, Biography, Confidentiality, Code of conduct

	[bookmark: _GoBack]Policies and procedures – Child protection policy, Finance policy, Safeguarding and child protection procedures, Fraud, Bribe, Hospitality and Expenses policy, Equality and diversity policy

	The essential trustee: what you need to know, what you need to do (CC3)



Name: 
Signature: 
Date: 
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The Quality Standard for
Volunteer Management





