This model procedure should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.

INDUCTION POLICY & PROCEDURES

The purpose of the induction procedures is to:

· support and settle in new ( Name of Organisation) workers 

· provide practical information 

· familiarise the new worker with their workload and the organisation

It involves reviewing the experience, skills and needs of new workers and providing proper information and facilities to establish the workers effectively into their posts.

All necessary adjustments will be made to ensure that any disabled employee will be able to carry out their duties to the best of their ability.

Responsibility

The Line Manager is responsible for formal staff induction.  An induction checklist will be drawn up and a copy given to the new worker on their first day of employment.  (Appendix 1).  The Management Committee/Board is responsible for induction of the Manager. All (Name of Organisation) staff are expected to contribute informally to guiding and supporting new members of staff. New members of staff will be given one-to-one training support regarding (Name of Organisation) policies and procedures.

.

Period of Induction

The term of induction is three months, although the majority of the induction process takes place in the first month of employment. Key dates of the procedure are the first day, first week, first and third months of employment.

Orientation Meeting - First Day at (Name of Organisation)

This meeting is between the Line Manager and the new staff member. 

On their first day, new members of staff are given a general overview of (Name of Organisation and their position within the organisation. There are brief introductions to other staff and collection of personal and payroll details. A (Name of Organisation) induction pack, consisting of  Policies and Procedures, Information about the organisation, its  services and projects and a list of contacts relevant to the post, is also given to staff on their first day.

Sheltered Period (First Week of Employment) 

This period involves becoming familiar with the localities, equipment, facilities and utilities of (Name of Organisation), the context of the post and informal introductions to relevant internal and external parties and carrying out a limited range of duties. General housekeeping such as filing, recording and expense claiming is explained. Time is allocated to reading the induction pack and becoming acquainted with other staff.

Development Period (First to Fourth Week of Employment)

This is the period when the worker becomes more familiar with the refinements of their job and undertakes an increasing range of duties. Workers are not expected to know everything at the end of this stage, but should have a solid understanding of (Name of Organisation) and how it works and have some confidence in carrying out their duties. During this time the Manager will ensure that the new worker fully understands key policies such as confidentiality, data protection, health and safety; vulnerable adults and children (protection from abuse), and the nature and limits of relationships between staff and service users. Local training on what happens locally re. vulnerable adults and children will be sourced and the new worker will attend.

Induction Review (First, Second and Third months of employment)

The induction is reviewed after one month of employment to clarify what still needs to be learned by the employee and how to address any shortfall required at this stage. There are two subsequent monthly reviews, which are carried out as part of (Name of Organisation) internal supervision procedures.

Date Procedures Adopted:

Procedures Review Date: 

Appendix 1

Example Induction Checklist

The Line Manager and new employee should have a copy of this checklist to enable them to follow what is happening and will act as a reminder of anything missed.  It is the responsibility of the manager and the employee to ensure that all relevant items are properly covered during the induction period.

Name of employee………………………………..date of starting………………………….

Induction review date………………………………………………………………………….

Induction completed (employee’s signature)…………………….………date……………..

Manager’s signature……………………………………………………..…..date……………

	
	Date
	Carried out by
	Comments

	Orientation meeting
	
	
	

	Personnel documentation & checks completed:

· P45

· NI number

· Right to work documentation

· Security card
	
	
	

	Introduction to the organisation

· Who’s who

· History

· Services & projects

· Future plans & development


	
	
	

	Induction Pack received
	
	
	

	First Week
	
	
	

	Terms & Conditions of Employment

· Written terms and conditions issued

· Contract of employment issued
	
	
	

	Context of post

· Introduction to internal & external partners

· General housekeeping
	
	
	

	Development Period
	
	
	

	Understanding policies & procedures

· (List relevant policies)

· (Necessary training organised)
	
	
	

	Induction Review
	
	
	

	· Any further learning needed

· Action to be taken
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