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Adding an Induction Template 

                       

When the required Risks have been added to the Induction Template and the 

Template has been saved, the Template will look like the screen shot below. 

To Add an Induction 

Template click here 

The Induction templates that 

are already created are 

stored in here. 

  

Choose either Staff 

or Visitor 

 

Enter a Template 

description here. 

Enter your own disclaimer 

here or click the “Use 

Default” option. Your own 

disclaimer can be entered 

in Setup 

All of the Risks created and still relevant 

will be displayed in the list “Available”. It 

is a case of picking the relevant risks by 

clicking on the alongside the 

required risks. The chosen list of risks 

will then be displayed as “Added”. 

Once added the risks selected will be the 

only risks that the template recipient will 

see when they receive their induction 

email. 

Name your 

template 



                            

The Template added will be an option to use whenever an Induction is being 

prepared. 

List of Induction Templates 

 

 

 

The list of Induction 

Templates that have 

been created will 

display here 



 

 

 

. 

 

This is the list of Induction templates. Any line can be clicked on and then 

either observed or edited. 


