	Project Name
	Induction Policy / Checklist



	Induction Policy and Checklist

	Organisation’s Name 

	Approval date: 00/00/00

	Revision date: 00/00/00


	1.Responsibility for approval of policy
	(Board, management committee or senior officer)

	2.Responsibility for implementation
	Staff role

	3.Responsibility for ensuring review
	Staff role


1. Policy Statement
(Organisation name) believes that all new employees must be given appropriate induction training.  This is a vital aspect of assisting new staff members to understand and feel part of the organisation.

2. Purpose
The purpose of induction is to ensure:

2.1. A smooth transition into the organisation for new staff members.
2.2. That new entrants understand ______________ (name of organisation) vision, culture and ethos, and their role in promoting and maintaining these.

2.3. That new employees are provided with an understanding of the function of the organisation, their role in it, and matters related to practice and service provision.

3. Scope

3.1. This policy applies to all staff directly employed by ______________ (name of organisation) and for those for whom ______________ (name of organisation) has legal responsibility.

4. Roles and Responsibilities

4.1. Line managers / supervisors
All line ______________ (name of organisation) managers are responsible for ensuring that new staff within their supervision received a comprehensive induction.  This will involve either; 1) arranging for staff to attend an HR induction, or 2) the direct delivery of induction training.

4.2. New employees

All new staff are encouraged to participate in identifying their own needs during the induction process. This should be verbally communicated as part of the process.
5. Induction Process

5.1. A checklist is provided to guide the induction process.  This is useful in helping the new employee avoiding overload, whilst ensuring that all the relevant areas are covered. 
5.2. A typical induction programme for a new employee should consist of:
5.2.1. A general description of the overall organisation; 
5.2.2. Health and safety information, including specifically:
5.2.2.1. The policy and approach of the organisation.
5.2.2.2. Emergency arrangements, exit routes and the assembly point.

5.2.2.3. A review of health and safety related training or further information needs, including; (sharps disposal, first aid etc).
5.2.2.4. A copy of / or access to the safety statement and where this can be accessed within the building.

5.2.3.  An overview of the organisations structure, its divisions and the work of the new employee’s team or section.
5.2.4. The key strategies and policies of the organisation.  The staff member should receive a copy of the staff handbook and receive information on where other policies are located within the project.  The supervisor should set out the policies which should be read by the new staff member and agree a schedule for this.  While there is an expectation that staff will know the organisations policies, initially a list of core policies will be prioritised.  These will be: Code of Conduct, Confidentiality, Inclusion, Key Working, other).  It is the responsibility of the manager to ensure that staff sign to confirm that they have read the policies and understand them.  A time should be provided following this for the new staff member to ask any questions relating to the service delivery.
5.2.5. A general introduction to the main terms and conditions of employment. 
5.2.6. Information and communications strategies used in the organisation.
5.2.7. A clear outline of the job/role requirements.
5.2.8. If the new staff member will be shadowing or will be paired with another staff member as part of the induction process this should be explained.
5.2.9. Any other aspects of the indication process or initial work related goals or outcome expectations should be explained.
5.3. Once fully completed the checklist should be signed by the new entrant and the line manager, and a copy kept in the personnel file.  
The checklist should be completed within one week of starting employment.

5.4.                                                 INDUCTION CHECKLIST FOR NEW STAFF
NAME OF EMPLOYEE........................................................
 

JOB TITLE............................................................................            DATE COMMENCED....................................

The organisation will aim to ensure that all the items on this list are discussed with the new staff member within the first week of employment.   As a new employee you are asked to tick each subject as you have been informed about it and have had a chance to ask any questions you may have.  Once all the information has been covered to your satisfaction, there is place for staff member and supervisor to sign the form.  The supervisor will keep this form throughout the induction week and will file it in the personnel file following its completion.

	Items to be covered with each new employee


	Completed / Discussed

	Category
	Description
	Yes
	No

	Health and Safety


	Emergency exits and evacuation procedures
First aid facilities
Health and safety policy (including sharps disposal etc)
Accident / incident reporting
Policy on smoking

Training 
	
	

	General policy and practice
	Staff handbook 

Location of policies for future reference

Schedule agreed for introduction to relevant policies 
	
	

	Organisation
	Layout of the building, toilets, etc.

Introduction to colleagues / organisation chart
Telephone system / phone list
Computer / photocopier / fax
Car parking arrangements
Security procedures
	
	

	Terms and conditions
	Absence/sickness reporting procedures
Working hours/flexi-time system
Holidays/special leave
Probationary period
Appraisal scheme 

Discipline and grievance procedures
Toil policy
	
	

	Financial
	Pay - payment date and method

Bank details for direct debit
Tax and Pension 

Expenses and expense claims
	
	

	Training
	Agreed training plans
Learning and development opportunities 
	
	

	Culture and values
	Background
Vision and mission statements
Key strategies and objectives
	
	


I have been informed about and understand the above items.

Signature of employee: 





Date: 

I confirm that the above Induction Programme has been completed for the above member of staff.

Signature of supervisor





 Date: 

Induction Checklist for Supervisors (to be completed over first week)
1. Health and Safety

1.1. Emergency exits and evacuation procedures
1.2. First aid facilities
1.3. Health and safety policy (including sharps disposal, violence in the workplace)
1.4. Accident / incident reporting
1.5. Policy on smoking
2. Organisation
2.1. Layout of the building, toilets, etc.
2.2. Introduction to colleagues
2.3. Telephone and computer systems
2.4. Organisation chart 
2.5. Car parking arrangements
2.6. Security procedures
3. Culture and values
3.1. Background
3.2. Vision and mission statements
3.3. Key strategies and objectives
4. Terms and conditions
4.1. Absence/sickness reporting procedures
4.2. Working hours/flexi-time system
4.3. Holidays/special leave
4.4. Probationary period
4.5. Appraisal Scheme 
4.6. Discipline procedure/grievance procedure
5. Financial
5.1. Pay - payment date and method
5.2. Tax 
5.3. Pension 
5.4. Expenses and expense claims
6. Training
6.1. Agreed training plans
6.2. Learning and development opportunities / personal development plan
6.3. Any relevant training;
6.3.1. child protection
6.3.2. data protection and confidentiality
6.3.3. health and safety
7. Policy and Practice

7.1. Staff handbook

7.2. Policy relating to practice: (complete list of service related policies)
7.2.1. service user involvement policy

7.2.2. inclusion policy

7.2.3. key working policy

7.2.4. risk assessment policy

7.2.5. group work policy
7.2.6. violence in workplace

7.2.7. outreach policy
