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INDUCTION PROCEDURE





GUIDANCE NOTES FOR MANAGERS











1.	INTRODUCTION





1.1	It is important that the Line Manager/Supervisor makes preparations for a new employee, in advance of their start date.  It will be obvious to an employee, if they appear not to be expected and this may have an adverse effect on working relationships.





1.2	An Induction Programme should be drawn up in consultation with other staff in the work group, depending on the nature of the job.





1.3	It is good practice to have a main named person for the induction process, with a named support person to cover, in times of absence.





1.4	In most cases the Line Manager will be the named individual to whom the new employee reports on their first day.  In some cases the employee may initially report to the Group Personnel Officer, and come to the Manager later.  If this is the case the Manager should arrange for the employee to be collected from Group Personnel.





2.	INDUCTION PLAN





2.1	Prior to start date





(a)	Ensure that there is a desk, if the job is office based, or a workstation if not.  Ensure that there are the basic tools to undertake the job e.g. stationery, equipment, telephone, pack of useful information - contact names and numbers.





(b)	Ensure the work group know the new employee's name and the post they are taking up.





(c)	Nominate someone to show them round on the first day, if you do not intend to do it yourself.





(d)	Determine the named support person to whom queries should be addressed in your absence.





�
(e)	Check with Group Personnel that the start date is confirmed.





(f)	Draw up a written induction programme which needs to cover the basic duties of the post.





(g)	Set aside time on the first day to spend with the new employee.





2.2	First Day





(a)	Introduce to immediate colleagues.  Do not try to introduce too many people as this is unlikely to be effective.  It will be better to do this over a longer period.





(b)	Indicate toilet facilities, lockers, refreshment facilities, canteen etc.





(c)	Indicate fire exits and procedure for fire drills.  This should include bomb alerts.





(d)	Identify First Aid arrangements.  To whom they should report and if there is a designated medical room.





(e)	Inform employee about car parking arrangements if appropriate.





(f)	Inform employee of local practices for hours of work, taking of lunch breaks, office cover etc.





(g)	Ensure the employee is aware of any relevant Health & Safety codes of practice and how to report an accident, should one occur.





(h)	Outline the key features of the post and introduce them to office practices in respect of the duties required.  Make sure they know they can ask you or another nominee if they have difficulties.





(i)	Indicate pack of information prepared for the employee and allow time to read through and deal with any immediate issues that arise.  The information pack should contain a structure chart of the Department/Section and names and telephone numbers of colleagues.





(j)	Inform the employee of Departmental arrangements in respect of the use of the telephone for private calls.  Local arrangements will need to take account of the Council policy on this.





�
(k)	Ensure that they know the procedures for sickness, booking leave etc. If there are queries on these matters, refer them to Group Personnel.





2.3	You should make arrangements for the new employee to contact Group Personnel to arrange a convenient time for them to go through the joining process if this has not already occurred.  This should be done within the first week of employment.





2.4	Within First Month





	It is important than an employee's induction programme lasts beyond their first day.  It is impossible to absorb all information required in the first day and for an induction process to be effective, it should be programmed to be ongoing, and probably over approximately one month, although this will vary depending on the post.





	It is important that the following topics are covered within the first month:-





(a)	Relationship with the public, Members, other Departments and outside agencies.





(b)	How their job fits into the Department/Division as a whole, including organisational structures.





(c)	How their job impinges on roles in other departments and Local Government as a whole.





(d)	Policy documents relevant to the Department and the Council as a whole.





(e)	Relevant legislation and Codes of Practice used locally for its implementation.





(f)	Locations of other Council Departments and a contact person in each.





(g)	Meet other key people in Department.





(h)	Ensure they are aware of where to go for information on specific aspects of the Department's work.





(i)	Discuss training needs.  This can either be through post-entry training for qualification based training, in-house training on Sutton's arrangements or specific on-the-job training, for which someone should be nominated. Group Personnel can also help in this area.


�
(j)	Indicate any work based targets that are required, including an explanation of any appraisal process.





(k)	Be clear about standards of behaviour required and indicate how these will be dealt with if the required standard is not reached.





(l)	Indicate any 'House-style' of letters, memos, reports etc.  This should include arrangements for signing correspondence and any local practices of copying to others.





2.5	The employee should be made to feel able to ask questions at anytime and should not feel isolated.





	Review





   	It is good practice to arrange a review meeting with an employee.  This can be linked to the probationary procedure, where this applies, or separately.  A review at a three and six month period is suggested.  If problems arise they should be dealt with immediately from either the employee's viewpoint or the Manager's.  Both sides have a responsibility to ensure that a good working relationship exists.





	Group Personnel Officers will be able to advise Managers if there are difficulties, particularly in areas of Personnel Practice e.g. sickness absence.  The Manager should consult Personnel early, if they perceive any areas of concern.
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