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Staff Induction Procedures
1. Purpose of the Procedure
The College believes that it should be supportive to all new employees and help them to settle into their new job as soon as possible by providing a planned and systematic programme of induction.  This will ensure that the individual will be able to respond quickly and effectively to the demands of the new job.
All new staff are entitled to the information and training which will enhance their ability to contribute to the professional development of their new role, and enable them to perform their job effectively.
2. Scope/to whom it applies

This procedure applies to all staff of the college.
3. Procedure Details
3.1 Staff Induction
Induction should be provided at College and Course level.  Delivery of the induction programme will normally be a combination of formal processes, face to face meetings, documents and visits.  

At College level new staff must be referred to the Staff Induction Officer who will ensure that the new member of staff is given information and access to rules, regulations, requirements and responsibilities relating to them and their role.  Typical examples include pay and conditions of service, health and safety, grievance procedures, personal and professional development opportunities.  Course Co-ordinators are free to decide on their preferred means delivering course induction.
The following are the key areas that induction should address:

The Job

· Duties, responsibilities and workload

· Standards and expectations

· Accommodation and resources

· Sources of information and support & useful contacts

Personnel and Staff Development

· Pay and pensions, hours and holidays

· Sickness and leave

· Appraisal scheme (or probation as appropriate)

· Discipline, complaints, grievance, harassment etc procedures

· Trade unions

· Staff support and counselling & other staff benefits

The Course

· Structure and management, plans and activities

· Resources, including equipment
· Policies and procedures 

· Communications and facilities

· Personal and professional development opportunities

The College

· Structure and management

· Strategic Plan

· Activities and resources

· Methods of communications

· Facilities, such as parking, catering, staff room

· Policies and procedures especially equal opportunities, health and safety, quality assurance, financial regulations, college calendar

The new member of staff is responsible for 

· reading induction materials provided

· attending induction meetings 

· familiarising themselves with relevant rules, regulations, requirements and responsibilities

4. Monitoring Process

The Staff Induction Officer monitors the procedure on an on-going basis and produces an annual report for Senior Management

5. Associated Documents
Staff Handbook

