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What to do when you get NEW STAFF……

BEFORE THEY LEAVE ON THEIR FIRST SHIFT THEY NEED TO SIGN THE FOLLOWING FORMS

1. Student Staff Training Record
a. Basic Training

b. Risk Assessments

c. COSHH 

d. Customer Service

2. Sign to Say they Have READ the training Manual

3. Sign To say they have READ their Job Description

4. Sign to say they know they are going to get a appraisal within the near future

Please sign to say that you understand the above and if a new member of staff does begin on your shift that the following documents are completed and place in the COMPLETED TIME SHEET draw so they can then be scanned in and put into the system
Signed

Name

Date
