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TITLE:
STAFF INDUCTION 
PURPOSE/SCOPE:
To ensure that each new recruit receives induction training


at commencement of:


i)
Initial appointment


ii)
Change of appointment

RESPONSIBILITY:
The Personnel Officer will:

i)
Carry out induction as per checklist HR-SICPD
ii)
Notify the SDO and Health and Safety Advisor

of the new recruit’s commencement in post
The Staff Development Officer will:

i)
Manage the induction process, This may involve attendance at induction events or the use of on-line induction materials
ii)
Carry out induction as per checklist HR-SICSDO
iii)
Co-ordinate arrangements for delivery of the college

orientation induction programme

iv)
Co-ordinate delivery of job specific training

v)
Initiate arrangements for the delivery of threshold


teaching skills

vi)
Initiate arrangements for the delivery of the


Management Development programme

vii)
Maintain and monitor induction records

viii)
Review and evaluate the induction process

The Line Manager will invoke the induction procedure as per induction checklist:
· HR-SICLM for staff on initial appointment

· HR-SICCOA for staff on change of appointment

· HR-SICLCA for staff on leisure class appointment
In addition, the line manager will ensure the member of staff is released/supported to attend induction training.
DEFINITIONS:

APPENDICES:
Forms


Staff Induction Checklist Personnel Department (HR-SICPD)

Staff Induction Checklist Staff Development Officer (HR-SICSDO)

Staff Induction Checklist Line Manager (HR-SICLM)
Staff Induction Checklist Change of Appointment (HR-SICCOA)
Staff Induction Checklist Leisure Class Appointment (HR-SICLCA)
ORIGINATED



APPROVED




DATE
 

JL/AS
1.0
INDUCTION 
1.1
The Personnel Officer will:

1.1.1
Inform all new staff of the need to report to the Personnel Office on commencement of appointment (letter of appointment).
1.1.2 Carry out induction as per checklist HR-SICPD.
1.1.3
Forward a completed copy of checklist HR-SICPD to the Staff Development Officer.
1.2
The Staff Development Officer will:

1.2.1 Initiate the induction process.
1.2.2 Carry out induction as per checklist HR-SICSDO.
1.2.3 Manage the college induction orientation programme.
1.2.4 Co-ordinate arrangements for the delivery of training and development identified through the induction process. Including:

· Job specific training

· Teaching threshold skills

· Management Development

1.3
The Line Manager will:

1.3.1 Carry out induction as per the appropriate checklist HR-SICLM or HR-SICLCA.
1.3.2
Forward a completed copy of checklist to the Staff Development Officer indicating identified training or development.
2.0
INDUCTION – CHANGE OF APPOINTMENT
2.1 The Personnel Officer will notify the Staff Development Officer of any change of contract details (staff movement sheet).
INDUCTION – CHANGE OF APPOINTMENT CONTINUED

2.2
The Staff Development Officer will:

2.2.1 Initiate the induction process.
2.2.2 Co-ordinate arrangements for the delivery of training and development identified during the induction process. 

2.3
The Line Manager will:

2.3.1 Carry out induction as per the appropriate checklist HR-SICCOA.
2.3.2
Forward a completed copy of checklist to the Staff Development Officer indicating identified training or development.

3.0
MONITOR AND EVALUATION
3.1
The Staff Development Officer will:

3.1.1 Maintain a record of all induction records.
3 Prepare the induction records for audit and reporting purposes.
3 Undertake an annual review and evaluation of the induction process.  The review will take the form of a survey questionnaire of new staff 
4.0 EXEMPTIONS

4:1
Induction of staff appointed on a leisure class contract will be managed by the Line Manager in accordance with Induction Checklist HR-SICLCA.


The line manager will ensure that staff with contracts of less than 6hrs per week will receive induction appropriate to the needs of the individual.
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