


Induction Checklist 
Follow these steps to check all items are covered when onboarding a contractor / organising an induction for Plant Yard

	Items
	Responsible

	☐ Email contractors onboarding forms
	Caroline Jane

	☐ Register Company
	Contractor

	☐ Register individual workers
	Contractor

	☐ Uploading all certification
	Contractor

	☐ Uploading all identification
	Contractor

	☐ Booking induction
	Contractor

	☐ Reviewing documentation
	Damstra

	☐ Lessons / Modules / Induction
	Individual worker

	☐ Completion
	Caroline Jane

	☐ Card is issued
	Damstra
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