Induction Procedure
Introduction

<NAME OF THE ORGANISATION>’s induction system is intended to allow new members of staff to settle in and become productive quickly. The Chief Executive Officer (CEO) will ensure that arrangements have been made to provide the appropriate working environment.  This will include availability of a desk, chair, telephone, etc. and that other staff have been fully briefed. Induction is a systematic process, which enables new employees to become familiar with their job, the <NAME OF THE ORGANISATION>, and the other people with whom they will be working.
The CEO should, whenever possible, meet the new staff member when they first arrive and take them to their office.  This is the time to issue <NAME OF THE ORGANISATION>’s documentation, keys, passes, etc. and to answer any questions that the new staff member has.

Purpose

Induction will:

· Introduce new employees to <NAME OF THE ORGANISATION> in a positive way in line with good employment practice.

· Meet the <NAME OF THE ORGANISATION>’s initial legal obligations, in particular relating to Health & Safety.

· Begin the process of engendering a corporate culture and commitment within the <NAME OF THE ORGANISATION>.

· Support new employees so that they can effectively and competently carry out their job as soon as possible.

· Form the basis for further individual development.

· Demonstrate the <NAME OF THE ORGANISATION>’s commitment to investing in its staff.

· Help support individuals and reduce turnover rates amongst newly appointed staff.
Principles

· All employees (full, part time, temporary and permanent) will be properly and fully inducted.

· Managers have the ultimate responsibility for the effective induction of their Staff.

· The major part of induction happens in the workplace not on an induction course.

· All staff will be able to access the <NAME OF THE ORGANISATION>’s Policies and Procedures via the Intranet and a copy is kept in the Office manual folder.
· The effectiveness of the induction process will be evaluated regularly.
Implementing

Each employee will receive a copy of the policy and checklist from their manager. Each will be asked to sign and return a form stating that they understand the importance of induction and the expectations of them that this brings.
Prior to Employment
Preparations for the arrival of the new employee should be made well in advance, so that they are able to work effectively more quickly and so that they feel valued. The New Arrival Checklist is as follows,
1.
Official welcome away from the work location.

2.
Describe what will happen during the day.

3.
Establish that all central organisational matters have been completed.

4.
Escort the new staff member to their work location.

5.
Show them where to hang coats and location of toilets, etc.

6.
Introduce each member of the staff at their work locations.

7.
Brief on the current work, initial training programme and first assignments.

8.
Show the team member their work location and ensure that all equipment is functioning, show them how to use the equipment and issue stationery, as necessary.

9.
Show them around the work location, including the safety routes and fire exits.

10.
Settle them at their work location and recommend that they spend time familiarising themselves with the equipment and documentation.

11.
De-brief them at the end of the day.
Induction Programme

Induction programmes must be tailored to the individual’s needs. It is necessary to plan carefully and prepare induction programmes with consideration to specific areas appropriate to the individual. Examples of considerations which may be relevant to induction planning include:
· Prior experience of the workplace – for example, this may be the new employee’s first job since leaving school; The new employee may be returning to work after a career break; Or they may have gained their work experience in a different setting.

· The nature of the role the new employee will be carrying out and the working relationships that will need to be developed with colleagues in own and other departments.
· Adjustments that may need to be made with regards to the special needs of, for example, employees with a disability.

These are just a few examples. The specific needs of the new employee can be ascertained during and after the recruitment process and form part of the preparation undertaken before the new employee joins <NAME OF THE ORGANISATION> on induction.

Induction Checklist 
The induction checklist is a way of ensuring that information is imparted to new employees when they are likely to be most receptive. It avoids overloading employees with information during the first weeks while ensuring that all areas are covered. Managers should ensure that these matters have been properly understood while the checklist is being completed, perhaps in the form of a weekly chat with the new entrant. Starred items must be completed on the employee’s first day. All other items must be completed within the first month of employment. Arrangements should also be made for the employee to visit any relevant departments with which they have regular contact in the course of their duties. At the end of the process the induction checklist should be signed by the relevant parties.

By ensuring this form is signed and returned the manager is clearly demonstrating that a local induction has taken place. It is a manager’s responsibility to ensure that a proper local induction has taken place. 
First Day of Employment
It is important to introduce the new employee to their new workplace and colleagues at the earliest opportunity. An introductory talk will be appropriate at this time combined with general information and the exchange of necessary documentation. The checklist should be used as the basis for the discussion and for ensuring all the documentation is complete.

A tour of the workplace should be arranged to allow the new employee to view the organisation as a whole and to see how he or she fits into the overall picture. Although the new employee will want to start work as soon as possible, it is essential that sufficient time is given to the induction process and that he/she is not booked up with work, which prevents attendance at the corporate induction day or induction meetings.

Manager Responsibilities

During the first week the Line Manger will have a meeting with the new staff member. The Manager will keep a close eye on how the new team member is progressing.  At the end of the first week the CEO will visit the new member of staff to ensure that they have settled in and are happy with the way things are going. Before the end of the first month, the new staff member will have a short meeting with the CEO to see how well they are progressing.  This meeting will also review the work of the new staff member and identify any training that is required to make the new staff member perform better. Induction will then have been completed.

Evaluating the Effectiveness of Induction

· The revised one day induction course will be evaluated by participant feedback to ascertain the degree to which it meets its objective.

· A sample of new employees will be surveyed to find out how comprehensive and effective their induction was, and how or if it could be improved.

· Effective induction is thought to reduce turnover and so turnover rates will be monitored and compared with historical data to ensure that the process is effective.

Completing the Induction Process

Induction can be said to end when the individual has become fully integrated into the Board. Of course there is no set timescale within which this will happen and follow up is essential. Giving new employees specific opportunities to ask questions several weeks into employment can be useful and the induction checklist will provide this opportunity. In some areas, such as understanding the wider organisation, follow up after a number of months may be appropriate.

The formal induction day will also firmly underpin the new employee’s integration into the wider organisation as one element of the induction process.

Continuous Development

The induction period is an integral part of any process of continuous development. Thus by the end of the third month in post, a review/assessment of the employee’s current skills will be undertaken by his/her manager and compared against the job profile requirements. Identified skill needs will then be addressed through the Personal Development process.

Induction Checklist

Employee’s Name      ……………………………………………………………………………

Job Title

……………………………………………………………………………

Date Commenced       ……………………………………………………………………………        

Manager                     ….…………………………………………………………………………

	Introduction
	Date Information Given
	Information Given By(Signature)
	Information Received by Employee

(Y/N)

	New Employee welcomed
	
	
	

	Explanation of Induction process 
	
	
	

	Bank details confirmed/signed 
	
	
	

	Statement of main terms and conditions of employment/contract issued, explained and signed 
	
	
	

	Staff Handbook/date for Induction given 
	
	
	

	Deductions from salary and method of payment explained 
	
	
	

	Direction as to where key HR Policies are held 
	
	
	

	Introduction to Area of Work – Tour of Area
	
	
	

	Introduction to Manager/Colleagues
	
	
	

	Local Management Structures
	
	
	

	Received clear instructions on who s/he is responsible to
	
	
	

	Shown lockers/security of belongings explained
	
	
	

	Been acquainted with location of notice boards, dining facilities, and coffee machine/kettle – (where available).
	
	
	

	Introduced to support person and Job role
	
	
	

	Meal Times and Arrangements
	
	
	

	Dress Code and Time Keeping
	
	
	

	First Aid Boxes/First Aiders/Incident Forms
	
	
	

	Security Measures, Door and Alarm Code
	
	
	

	Timesheet/Signing in and Out Procedures
	
	
	

	Policies and Procedures

	Informed about Confidentiality Procedures
	
	
	

	Health and Safety Policies
	
	
	

	Information Management Policies
	
	
	

	Equal opportunities/Managing Diversities
	
	
	

	Whistle Blower’s Policy
	
	
	

	Grievance and Disciplinary Procedures
	
	
	

	Policy and Procedure for the use of email, Internet and Intranet
	
	
	

	Employment Conditions (Toil, Leave etc.)
	
	
	

	Staff Policies
	
	
	

	Risk Management
	
	
	

	Staff Training and Development Procedures
	
	
	

	Performance Review Process
	
	
	

	Briefing of Other <NAME OF THE ORGANISATION> Policies
	
	
	

	Discussion Session
	
	
	


I confirm that the above information has been discussed with me and that I fully understand all of the information. 

Employee’s Signature      ………………………………………………………………………………………...

Date                               ………………………………………………………………………………………….

Allocated Support Staff

Signature                        ………………………………………………………………………………………….

Manager’s Signature        …………………………………………………………………………………….......

Note: This form must be completed within one month of commencement of employment and should be included on the employee’s personal file.
