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	Service Induction Programme Checklist

	Name of Employee
	

	Job Title
	

	Base
	

	Start Date & Time
	

	Manager / Supervisor

Responsible for Induction
	


	Topic / Theme /  Heading
	Day1
	Week1 
	Month1
	Lead Person
	Signed & Dated
by Inductee & Lead Person

	Welcome and Introduction
Introduction to Line Manager and others:

“buddy”, “mentor”, immediate co-workers, colleagues in wider Team etc.
	
	
	
	
	

	Issue Welcome Pack (if available)
	
	
	
	
	

	Tour of workplace, base, site
To identify and cover:

· Personal work station

· Fire Alarm Signs/Extinguishers/Exits/Assembly Points (H&S will do Fire Risk assessment as per Policy)

· First Aid notices, appointed persons, First Aid box/room, reporting of accidents and incidents

· Photocopiers and other relevant equipment

· Storage / locker arrangements

· Notice Boards

· Toilets

· Canteen facilities

· Designated Smoking sites

· Issue of any Personal Protective Equipment

· Security arrangements

· Link tour of base to other relevant locations, such as other sites, Area Offices, HQ, as appropriate.
	
	
	
	
	

	Security Arrangements
Including:
· Photocard badge and requirement to wear at all times
· Signing In, Out – staff and visitors

· Keys, Access codes  ( where applicable)

· Data Protection and Confidentiality
· Computer login and password & Lotus Notes
· Car Parking (Vehicle Registration Notification where required) and Car Share, Public Transport, Cycle arrangements. Public Transport discount; First Aberdeen – 5% on weekly, monthly, 3 monthly tickets. Cycling discounts - 5% on bikes & 10 % on accessories. Car Share scheme. See Arcadia Employee Benefits.
	
	
	
	
	

	Job Role
Including:
· Duties of post and reporting relationships
· Identify Skills & Competencies of employee and training, support required and available

· Expectations in short and medium term

· Hours, overtime, time off in lieu. Working Time Regulations. Breaks & lunch arrangements. Timekeeping and signing on, off (Bodet). Booking out arrangements if off site.

· Personal Appointments
· Operating the telephone system, computer, photocopier, any other general equipment
· Procedure for ordering materials, resources, stock
· Notification of changes to personal details.  
	
	
	
	
	

	The Big Picture
· Aberdeenshire Council Vision – our purpose an aims - delivering excellent services for all: Aspiring to be the Best Council, Worksmart, Sustainability (reducing our carbon footprint)
· Service organisation, structure and functions – what we do to help fulfil Council Vision, aims and objectives

· Our Team and where it fits in - (Organisation Chart)
· Council Tax – employee responsibilities to meet their obligations.
	
	
	
	
	

	Customer Service and Communication
· Knowing who our customers are and how to treat them

· Handling telephone calls

· Face to face communication

· Emails, letters

· Plain language
· Arcadia, Arcadia Lite & internet use
· Clean desk, workspace

· Dress code, PPE

· Core Brief.
	
	
	
	
	

	Employee Relations

· Attendance Management and Sickness Absence procedure; notification arrangements and self, medically certificated absence. Return to work arrangements
· Special leave – absence from work for other reasons and adverse weather arrangements
· Holiday arrangements – Leave Year, Annual Leave, Public Holidays. How to request and how to spread. Needs of the Service

· Career Development – aim to support all employees so they can do their best to serve the people of Aberdeenshire
· EAR – what it is and arrangements

· Learning & Development opportunities - Approved and supported training. How to get approved and book training
· Health & Safety – employee, manager’s & employer’s responsibilities.  H&S representative. Any specific risk assessments or training required? H&S Induction Checklist
· Occupational Health Provider
· Travel and Subsistence – procedure to follow, receipts, paperwork required, timescales for submission

· Flexible working – aim to increase flexibility in terms of “Family Friendly” policies. (Annualised, compressed, term time hours). Worksmart etc.  Discuss with line manager who will consider in the light of needs of the Service.
	
	
	
	
	

	Employee Benefits

DSE assessment - up to £50 for corrective lenses.
Public Transport discounts on bus travel tickets & cycling discounts from designated outlets.
Car Share scheme.
Health Plans from Simply Health – Dental, Optical, Osteopath, Chiropractic services & Private Health insurance.
Grampian Credit Union - a "not for profit" savings and loans co-operative. 
Childcare initiative – tax saving. 

Individual Learning Accounts.

Charitable Donations. GAYE scheme - a tax effective way to give to charity from your pay.  
Employee Assistance Programme – free, confidential counselling service.

Trade Union membership. 

The Council supports the role of Trade Unions in the workplace, recognises the right of employees to be represented and will notify employees of the benefits of union membership.
	
	
	
	
	

	Other HR Policies
· Equality and Diversity

· Conduct and Performance - Dignity of the Individual, Grievance, Work Performance Ability, Disciplinary, Confidentiality, Protection of Children etc.
	
	
	
	
	


I confirm that all relevant topics contained in this checklist have been satisfactorily completed and discussed.
	Name of Inductee (Print):
	Sign:
	Date:

	Line Manager       (Print):
	Sign:
	Date:


Please forward the completed form to (enter details of designated Service contact) 
