New Leader Checklist

Leader: ____________________ Site Manager: _____________________	Date: ______________
	Task
	Completed
	Date

	Aware of staffing structure and vision
	
	

	Group info
	
	

	Role discussed
	
	

	Assigned group
	
	

	Mentor/Buddy assigned
	
	

	DBS checked
	
	

	Programme explained
	
	

	Safeguarding certificated checked
	
	

	Shadowing opportunity
	
	

	Session outline and routine
	
	

	Timetable
	
	

	Policies, rules and behaviour management
	
	

	Review/Check in dates
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