Northumberland Induction Scheme

scope

The Northumberland Induction Scheme applies to all staff newly appointed to a vacant position.  This includes external appointments and existing employees changing jobs within the County Council, regardless of the nature of the contract of employment.  Firefighters and teachers are excluded.

Purpose

The purpose of the Scheme is to assist the important process of settling an employee into a job and is intended to benefit jointly the County Council and the employee.

Benefits for the employee include:-

SYMBOL 183 \f "Symbol"
A planned, systematic approach to integrating the individual into their new working environment.

SYMBOL 183 \f "Symbol"
A clear picture of the work standards they and their colleagues will be expected to achieve.

SYMBOL 183 \f "Symbol"
A planned, systematic approach to induction and initial job training covering relevant skills and values.

Benefits for the County Council include:-

SYMBOL 183 \f "Symbol"
A planned, systematic approach to giving new entrants relevant information about their work, the organisation and the environment in which it operates.

SYMBOL 183 \f "Symbol"
A planned, systematic approach to communicating work standards, values and expectations of conduct in the context of the organisation and the environment in which it operates.

SYMBOL 183 \f "Symbol"
A systematic means for monitoring initial performance which can then provide a smooth transition into the normal supervisory and development arrangements.

During the Northumberland Induction Scheme, employees are owed a special duty by the County Council to ensure that they receive appropriate training, support and review. Similarly, employees owe the County Council a special duty to prove themselves in the new job. Managers have a duty to recognise that the Scheme covers a critical time for new entrants. It is a time when skills and work patterns develop and when values and attitudes are formed about the job, clients or customers and the organisation. The Health and Safety at Work Act 1974 and the Management of Health and Safety Regulations 1992 requires the County Council to ensure that every employee receives adequate health and safety training and particular emphasis is placed on the need for such training on recruitment. It is therefore the responsibility of managers during this time to instil positive attitudes to attendance, performance and safety at work, and to enable employees to settle quickly into the job by:-

SYMBOL 183 \f "Symbol"
Introducing them to their colleagues, their working environment, its culture and, so far as is relevant, that of local government in general and Northumberland County Council in particular.

SYMBOL 183 \f "Symbol"
Planning clear communication and initial training that identifies standards, targets and priorities.

SYMBOL 183 \f "Symbol"
Monitoring the ability of the employees to achieve these requirements.

SYMBOL 183 \f "Symbol"
Making them aware of their responsibilities under health and safety legislation.

SYMBOL 183 \f "Symbol"
Providing the necessary support and guidance throughout this period to enable them to reach the required standard and become effective and motivated members of their teams.

Duration

An employee will normally spend six months on the Northumberland Induction Scheme. However, directorates have the discretion to specify a longer period in appropriate circumstances such as where the nature of the work varies significantly over a 12 month period or other conditions apply; e.g. the recommendations of the Warner Report. An employee may remain on the Scheme beyond the period set initially but only in very exceptional circumstances (see below).

The induction Process

Introduction

The induction process starts with the selection of the successful candidate for the new job. At this point the manager is ideally placed to determine what the new entrant knows and, more importantly, what (s)he needs to know in order to succeed in the new job. Therefore, before the new entrant starts work the manager should plan the induction programme.

The first three months is usually the most crucial time for new entrants. This is when attitudes and opinions are formed about the new job and, if managers do not handle this process well, the result will usually be demotivation, negative attitudes and poor performance. 

A good induction programme is one which excludes repetition of things already correctly learnt and things which are irrelevant to the job but which misses out nothing that needs to be taught. For this reason, the detailed guidelines which appear later in this document should be used as models and thought-starters and need not be slavishly followed. If in doubt, staff  from Human Resources will be pleased to help and advise on induction programme design and any other aspect of the Northumberland Induction Scheme.

The induction programme should introduce the employee in a relevant way to their immediate working environment and their job including colleagues, expectations of conduct and performance, the Directorate and the County Council. The aim of this induction is to make the employee feel an integral part of the Directorate and the County Council and to enable them to settle into their job so that they can become productive and effective in the shortest possible time. If the programme is not relevant and presented appropriately to the employee, resources will be wasted and vital training will be missed.

Before the employee starts the new job

The person responsible for arranging pre-employment health screening should ensure that an indication of the employee's expected start date is entered on the Health Questionnaire so that the Occupational Health Unit can make appropriate arrangements with health and safety staff.

The manager should complete a risk assessment for the job and should also ensure that all workplace safety procedures are up-to-date and in place. Any necessary personal protective equipment (PPE) should be available, ready for use on the first day at work. If the employee is to be a user of display screen equipment (DSE), appropriate arrangements should be made for workstation risk assessment and eye screening.

As a matter of good practice, a copy of the induction programme should be sent to the new entrant well before the first day of work. This demonstrates that the employer has taken their responsibilities seriously and it also gives the employee the opportunity to plan ahead.

Where the directorate has produced an information booklet on its role and priorities, etc. this could usefully be included with the induction pack (if not already sent with the recruitment pack). Similarly, directorates might wish to consider sending the new entrant a questionnaire in which they can identify any particular topics which they wish to be covered in their induction.

A Managers’ Induction Preparation Checklist, covering these points, is included elsewhere in this document.

Delivering the induction training

In many cases the new entrant will have a fair amount of background reading to be done but, wherever practicable, the bulk of the induction training should be delivered face-to-face. In this way, the new entrant has the opportunity of questioning and clarifying issues of concern; and the trainer can verify that the required learning has taken place.

In the case of employees who work in remote locations or whose work is largely unsupervised, the importance of high quality, carefully planned written material cannot be over-stressed. Ideally, this material should form an integral part of the quality assurance regime and every effort must be made to arrange for feedback and review of the new entrant's progress. It is also recommended that at least part of the first working day should be spent with a responsible person to ensure that the employee gets off on the right foot.

Preparing the Induction Plan

The manager should use the Induction Plan sheets to help identify items which will be of importance to the new entrant but is not intended that all new entrants should work slavishly through each item. Headings have been given as thought‑starters and space has been left for managers to add other items which are relevant to their work and situation. Both the manager and the new entrant should have a copy of the induction plan.

The column headings can be used as follows:-

Inductor's notes
Should be used as a preparation aid by the relevant manager and reminder of things to say and particular points to highlight at any stage of the process.

Responsibility
To be used to identify who is responsible for covering parts of the induction. This could be the manager, a work colleague or, where self-study is required, the new entrant.

Signature
The manager and individual should sign this column on both copies of the plan when the topic has been completed in sufficient detail.

During the manager’s preparation period, before the new entrant starts, the following questions will need to considered to ensure that the induction to be given is relevant to the needs of the employee:-

SYMBOL 183 \f "Symbol"
What previous experience does the new entrant have?

SYMBOL 183 \f "Symbol"
What are the demands of the present job?

SYMBOL 183 \f "Symbol"
How has the job been done before?

SYMBOL 183 \f "Symbol"
Is the new entrant coming to us as a result of a promotion, secondment or outside recruitment?

The answers to all these questions should be evident from the information collected during the recruitment process.

The first day of work

The first day of work sets the tone for the employee and it is essential to "get it right". The first impression you should create is that the new entrant is welcomed by management. The responsible manager should therefore ensure that an appropriate person is on hand to greet the new starter.

Secondly, you should make it obvious that you are well-prepared and know what you are going to achieve. If this is not done the employee will think that you (and probably the rest of the organisation, as well) are disorganised and unprofessional. Therefore, once the new entrant has been welcomed, a responsible person should briefly explain the induction programme to ensure understanding and to confirm the dates of the induction review meetings.

It is important to focus at an early stage on the health and safety aspects of the job. Where potentially hazardous tasks are to be undertaken, a practical assessment of the employee's competence should be undertaken before (s)he actually carries out such a task.

The manager should also ensure that adequate provision is made for appropriate initial health and safety training to be given. Where alternatives are not provided by the directorate, arrangements should be made for the new employee to complete the Corporate Induction E-learning package which includes Health and Safety awareness. 

Review meetings

An induction review meeting should take place with the employee at the end of the second week of the programme; and thereafter on a monthly basis until the end of the specified induction period. The purpose of the meetings is to:‑

SYMBOL 183 \f "Symbol"
review progress,

SYMBOL 183 \f "Symbol"
ensure that what was planned did actually happen,

SYMBOL 183 \f "Symbol"
address any queries or difficulties the employee may be experiencing,

SYMBOL 183 \f "Symbol"
assess performance to date; and,

SYMBOL 183 \f "Symbol"
agree any measures required to secure improvement where necessary.

If the employee is settling into the new job quickly and there are no problems, the review meeting might only need to reinforce and acknowledge progress and therefore take just a few minutes. However, the temptation to discontinue the review meetings should be avoided and the outcome of each meeting should be recorded on an Induction Review form, which should be signed and dated by the manager and the employee. The completed review forms should be kept on the employee's personal file.

Keeping notes

It is important that managers retain a copy of the prepared induction scheme together with all relevant notes from the review meetings on the employee record.

Use of the Capability and Disciplinary Procedure

Whilst on the Scheme, a new entrant owes the County Council a special duty to prove themselves worthy of continued employment. If their performance, conduct, attendance or attitude is unsatisfactory during this period, it is unlikely that it will improve at a later date. Therefore an employee who does not take the trouble to prove themselves worthy either in terms of capability or conduct should be taken to task very early on and the manager should not delay taking action until the next scheduled review meeting. Furthermore, the capability and disciplinary procedures allow for rapid movement to the final caution or final warning stage in such cases. Where the manager considers that early action is necessary, this recommendation should be made on an Induction Review form and be given to an appropriate nominated officer without delay.

Extension of the initial Induction Scheme period

If capability or disciplinary proceedings have been initiated in the later stages of the induction period, it may be necessary to extend the employee's placement on the Scheme. However this should only happen in very exceptional circumstances, and should not be used as a means of delaying appropriate action under the capability or disciplinary procedures. If an extension is being considered, the manager should consult with their directorate staffing section before discussing the matter with the employee.

Supporting arrangements

Corporate Induction Courses

An E-Learning Corporate Induction course is available which is intended to supplement and complement the individual's induction programme rather than be a replacement for it. Centrally organised courses concentrate on the County Council and organisational contexts and will obviously be of most value to individuals in the later stages of their induction. More details of content and course dates can be found in the current Training and Development Guide on the Intranet under HR documents. 

Health and safety induction forms part of the corporate course.  

	Item
	Inductor's Notes
	Responsibility

	PRELIMINARIES

Prepare induction plan

Brief other managers and colleagues

Organise work area

Prepare working equipment

Notify other staff

‑
within Directorate

‑
outside Directorate

‑
outside Council as necessary

Send out induction plan and any other helpful information in advance of arrival e.g. information about the Directorate or the Division

Amend telephone directories

Collect any incoming work relevant to new entrant

If a DSE user, make arrangements for Eye Screening.

Arrange for Personal Protective Equipment if required.

Notify Training and Organisation Development in Transformaation to arrange E-Learning Induction (includes Health and Safety Induction).

Other items - please specify


	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	A

A1

A2

B
B1

B2

B3

B4

B5

B6

B7

B8

B9

B10

B11

B12
	ARRIVAL, WELCOME AND
SCENE-SETTING

Personal introductions to colleagues 

and immediate work team

Explain the purpose of induction

WORKSTATION AND BUILDING
Fire and evacuation drills, fire exits, normal exits and entrances (Provide a layout plan of the building if possible)

Work space and equipment

Toilets, rest‑room and kitchen facilities

Location of  Restaurant

Location of photocopier and copyright issues

Use of Public telephones when at work

Use of Internet when at work

Local transport facilities

Smoking Policy

Social activities and facilities

Personal postage arrangements and stamp purchases

Other items – please specify
	DAY ONE
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	C
C1

C2

C3

C4

D
D1

D2

D3

D4

D5

D6

D7

D8

D9


	JOB RELATED ASPECTS

Discuss duties and job description

Job objectives and expectations of performance

Appraisal system (if in operation)

Any imminent meetings and functions

CONDITIONS OF SERVICE

Attendance times, flexi time and time recording system (if applicable)

Pay arrangements explained

Expenses procedure – ensure i-expenses system is explained.  Explain where Travel & Subsistence Guidelines can be found on the intranet

Holiday arrangements explained

Check P45 submitted to Employee Services
Sickness reporting procedure

Trade union membership

Procedure for obtaining security and car pass at workplace

Pensions –Complete and return Pensions New Starter form to Pensions. Check received Brief Guide to the LPGS 

	DAY ONE
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	E

E1

E2

E3

E4

E5

E6

E7

E8

E9

E10

E11

E12

E13

E14

F
	HEALTH AND SAFETY

First aid arrangements

Accident reporting procedures

Violence procedure

Internal security

Introduction to Health & Safety and Directorate Safety Policy

Manual Handling procedures

DSE user awareness*

DSE eye screening*

Personal Protective equipment*

Job-specific health and safety information and risk assessments

Arrange attendance on Corporate Health and Safety Induction Course

Discussion of further Health and Safety training and specific courses

Corporate health and safety guidelines

Corporate health promotion initiatives

* if appropriate

REVIEW OF DAY ONE
	DAY ONE
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	G

G1

G2

G3

G4

G5

G6

G7

G8

G9

G10

G11

G12

G13

H

H1

H2

H3

H4
	WORKPLACE STANDARDS

Code of Conduct

Action for Equality, Race Equality Scheme, Diversity & Equality in Employment and Harassment Policies

Equality and service delivery.

Whistle Blowing

Telephone system and standards

Office or workplace cover rules

Mail and post procedures

Administration arrangements

Location of supplies

Standards for record-keeping, security and communications

Computer security and virus checks

Access to all employment policies

Other items - please specify

ESTABLISHMENT & SECTION ITEMS

Establishment and section aims and objectives

Current major areas of work

Major contacts list

Other items - please specify


	WEEK ONE
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	I

I1

I2

I3

I4

I5

I6

I7

I8

I9

I10

I11

I12

J

J1

J2

J3
	DIRECTORATE ITEMS

Directorate statement of aims and business plan

Directorate philosophy

Directorate communication

Range of Directorate functions

Directorate organisation chart

Meet other Directorate colleagues

Identification of training needs and training procedures

Links with other Directorates

Links with other organisations

Resources

Budgets/financial arrangements

Other items - please specify

REVIEW TO END OF WEEK TWO

Progress meeting - are there any items that need clarification?

Have training needs been identified? Schedule events

Review new entrant's progress
	WEEK ONE OR TWO
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	K

K1

K2

K3

K4

K5

K6

K7

K8

K9

K10

K11

K12

K13

K14
	COUNTY COUNCIL

Structure and functions of other Directorates

Services provided by Directorates

Geography of County

Location of other offices and service points

Nature of income and expenditure of County Council

Political structure and County Council functions

Political make‑up of County Council

Corporate initiatives

Member/officer relations

Role of Chief Executive

Management Board

Inter‑directorate communications

Major policies and working practices

Other items - please specify
	WEEKS THREE TO SIX
	
	
	


	Item
	Items to be covered
	Suggested timing
	Inductor's Notes
	Responsibility
	Completion Signature and Date

	L

L1

L2

L3

L4

L5

L5

L7

L8

M
M1

M2

M3

M4

M5


	ORGANISATIONAL CONTEXT

Structure of Local Government

Legislative framework

Links with Central Government

European Union influences

Local Government Association

Relations with other organisations

Major issues facing Local Government

Other items - please specify

INDUCTION REVIEW & FOLLOW‑UP

Any issues from the first few weeks of employment that need to be clarified?

Maintain regular informal monitoring of new entrant’s work performance, conduct and relationships.

Check on any actions from progress meetings.

Have any further training needs been identified? ‑ Schedule events.

Carry issues forward from induction to form the basis of the first formal appraisal.
	WEEKS THREE TO SIX

END OF WEEK SIX AND THEN ON A MONTHLY BASIS TO THE END OF THE INDUCTION PERIOD
	
	
	


	Directorate
	

	Section or workplace
	

	Employee's name
	

	Manager's name
	

	Review number and date
	


	Issues arising from previous review(s) or since the last review.

	Manager's plans or recommendations.

Manager's signature 



	Employee's comments.

Employee's signature
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