MODEL POLICIES PACK – Document 12

INDUCTION



1 AIMS OF POLICY

1.1 The aims of this policy are to ensure that all new workers:

· are provided with appropriate information to enable them to function effectively and efficiently within [your organisation];

· gain an initial broad understanding of the work of [your organisation]; 

· are able to work in line with [your organisation] policies;

· receive support and meet people with whom they will be working;

· can follow [your organisation’s] health and safety procedures with immediate effect.

2 RESPONSIBILITIES

2.1 The worker’s manager is responsible for arranging induction and for outlining a draft timetable for the induction before the worker starts employment. The manager also plays a major part in the induction, including ensuring that the worker has sufficient time for questions and discussion.

2.2 The Health and Safety Officer is responsible for delivering elements of induction as detailed below.

2.3 The worker is responsible for participating fully in all aspects of induction and using time their efficiently.

3 TIMETABLE

3.1 The main induction should take place ideally over a period of 4-5 working days but this will depend on the number of hours the new employee works per week. For most workers a necessary part of induction involves meeting representatives from other agencies. These meetings may take place as soon as possible after the first week when mutually convenient to both parties.

3.2 The timing and duration of each element of the induction is at the discretion of the worker’s line manager, except where specified below.

4 CONTENT OF INDUCTION

4.1 The induction comprises the following elements:

Health and safety

Organisational aims and policies

General administration

Personal and contractual information 
Support and supervision systems
Work and administrative systems, including outline of monitoring and quality assurance systems

Where appropriate, meetings with other agencies

Overview of [your organisation] funding

4.2 
All new workers should receive an information pack comprising the following documents:

This induction policy 

Timetable for induction

Health and safety policy

Equality and Diversity policy

Grievance and disciplinary rules and procedures

Their own terms and conditions of employment

Their own job description
Stakeholder pension provider and pension arrangements, if any
[Organisational structure chart]

[Handbook, or all other relevant policies]
[Trade union membership information]
Timesheet template

Expenses claim form template

Leave application sheet with calculation of leave in current leave year

Sickness leave form

[All other relevant personnel forms]

5 HEALTH AND SAFETY

5.1 The Health and Safety Officer is responsible for showing the worker around the premises, referring particularly to:

Emergency exits

Assembly point following emergency evacuation

Fire alarms and fire extinguishers/blankets

First aid boxes

Accident book
Smoking rules
5.2 The Health and Safety Officer is also responsible for explaining procedures for signing in and out, emergency evacuation, fire drills, fire alarm testing and for informing the worker of the names and location of nominated first aiders.

6 ORGANISATIONAL AIMS AND POLICIES

6.1 The worker should be allocated time to read all [your organisation] policies, not just those provided in the induction pack. Any questions can be raised during supervision/support time. The line manager should ensure that the worker understands the role and responsibilities of the management committee and sub-committees, particularly if s/he is not from a voluntary sector background.

6.2 The worker should be allocated time with the Chief Officer and other senior staff in order to gain a broad awareness of the work and activities of [your organisation]. These sessions should include an introduction to any publicity or factual literature relevant to each service area.

6.3 The worker should be allocated time to spend with other key workers at [your organisation] in order to gain a broad understanding of their work and activities. The amount of time allocated to each worker is at the discretion of the line manager.

7 GENERAL OFFICE ADMINISTRATION

7.1 All staff have some clerical and administrative duties. The new employee’s line manager should ensure the worker is shown the following systems and procedures:

Operating office equipment (including photocopier, shredder, franking machine)

Outgoing and incoming post systems, pigeon holes and notice boards

Location of publications/directories for general use

Using the telephones

Information technology (hardware and software) including network, internet and email facilities

[Any other relevant administrative processes and procedures]

8 PERSONAL AND CONTRACTUAL INFORMATION

8.1 The worker should provide [your organisation] with the following documents or written information:

National Insurance number and, if available, P45 tax form from previous employer

*Evidence of eligibility to work in the UK
[*Confirmation of any unspent convictions from police records]

Authorisation to pay salary and expenses to a bank account, giving bank name, account name, number and sort code

Pension provider and policy number for annual employer pension contributions or application to join stakeholder pension scheme

Copies of insurance documents relating to any car or cars to be used for business purposes

 (*See information in PERS Recruitment & Selection Toolkit on www.pers.org.uk – Publications)

8.2 The Chief Officer should ensure that the worker receives a written statement of his/her main particulars of employment within a fortnight of commencing work. (By law, Written Statements must be provided within the first 2 months)
9 INTERNAL SYSTEMS

9.1 The worker’s line manager should allocate time to explain the following procedures and provide any necessary guidance associated with them:

Claiming travel and other expenses

Completing timesheets 
Applying for annual leave and TOIL (including holiday arrangements)

Support and appraisal systems

Cost effective use of telephone, postage, electricity (light/heating), stationery, travel and time

Office access and security, keys, alarms and locking-up procedure

Sickness reporting and recording

Office hours and working hours

Dress code

Procedures for authorising expenditure, checking and accepting deliveries and receiving payments
[Other].

10 MEETINGS WITH OTHER AGENCIES

10.1 The line manager and worker should work together to ensure the worker makes contact with agencies that are relevant to their role. Appointments should be made and meetings arranged where appropriate.

11 SUPPORT AND SUPERVISION

11.1 Workers should be allocated approximately one hour each day during the initial five day induction timetable for supervision/support with their manager. This should be used for focusing on the worker’s job description and work plan in relation to the information the worker is acquiring during induction. It can also be spent discussing points that either the manager or worker feels need greater explanation.

12 GENERAL

12.1 New workers should receive a copy of this document. They should be encouraged to comment on the effectiveness of their induction and provide constructive ideas for general improvement.

12.2 Where workers are employed on a temporary basis or work for a small number of hours per week, the content of the induction may be varied at the discretion of the line manager.

Further information

A useful checklist from ACAS can be found at:

www.acas.org.uk/index.aspx?articleid=393
· select D3 “Recruitment induction”

 or follow links to “Employment Forms” and “Recruitment and Induction forms”
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