CCWA(NI)  

Staff Induction Policy
On the first day of the new person's employment an appropriate and responsible member of staff should carry out a formal induction process for a number of important reasons:
a.
it reduces anxiety and enables the employee to settle down in the job more easily and rapidly;

b.
it helps the newcomer develop a loyalty with working colleagues and with the employer;

c.
it forms the basis for mutual respect between the employee and the employer and is the foundation of good human relations, developing in the employee a pride in the organisation;

d.
it confirms the general terms and conditions and ensures that the employee is made fully aware of the standards required of them;

e.
it ensures that all the relevant paperwork (National Insurance number, form P45, driving licence, etc.) is collected from the employee;

f.
it gives the employer the written proof that new employees are aware of the rules and procedures and of their obligations under the working time legislation; and

g.
it ensures that employers comply with the relevant statutory obligations in respect of safety regulations and safe systems of working.

Please contact the Administrator for a copy of the current induction checklist 
The induction process should be undertaken by a responsible person who should have access to the employee's file.  A major aid in the induction process would be a document containing the collective terms and conditions of employment (e.g. an employee handbook), and allow the employee time to read and discuss the relevant documents.

When the employer has completed the induction checklist, the employee should sign the contract. This should then be filed as a permanent record of his/her awareness and understanding of the rules and procedures, the safety policy and the general terms and conditions.  As an alternative to issuing a contract of employment, the employer could issue an individual statement of the main terms of employment, together with an employee handbook and this could also form the basis of the contractual terms between the employer and the employee.
In addition, an induction checklist should be used as a reminder to:
A issue an individual statement of the main terms of employment (or a contract of employment) within the legally required period; and

b.
prompt early checks that the new employee's progress is satisfactory.  If remedial action is necessary, this should be taken at an early stage.
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