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54. INDUCTION FOR STAFF POLICY AND PROCEDURES    
 
It is considered essential that employees receive a comprehensive and organised introduction 
to their new place of work.   
 
All new employees will, therefore, receive, over a period of time, an organised introduction 
to their job, and their new environment. 
 
Procedure 
  
Pre- Employment 
Induction begins with the first contact with the potential employee, and this is usually during 
the recruitment and selection process. 
 
Interviews 
Clear details of the time, place, format and expected duration of interviews will be given to 
all applicants selected for interview; 
 
Where applicants are required to bring items such as examples of their work, or evidence of 
qualifications, then this will be clearly stated; 
 
Interviews will be structured in such a way that the Interviewer and the Interviewee have 
ample opportunity to assess whether the job and the applicant are well matched; 
 
Applicants should, whenever possible be shown where they would work and introduced to 
residents and potential colleagues; 
 
Applicants invited for interview are guests and will be treated as such at all times. Plan for 
their arrival and make them feel welcome. 
 
All staff at the point of interview will discuss Safeguarding children and their experience in 
this area and this is an important part of the induction process. 
 
Induction programmes for new employees 
Induction programmes will vary, in their content and their emphasis, according to the nature 
and the seniority of the position held.  It is not possible, or desirable, therefore to produce a 
single “one size fits all” induction programme which will be suitable and appropriate for all 
staff.   
 
All inductions will however follow a similar pattern with certain elements which are common 
to all. 
 
In general terms induction will cover: 
 

a) The responsibilities of the job, how it relates to the work of others, and who 
depends on the successful completion of the tasks, and an introduction to fellow 
workers; 

b) The home, its special features, location of important equipment, facilities, toilets, 
cloakrooms etc; 

c) Key Policies and Procedures; including safeguarding children and young people 
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d) Pay and benefits; 
e) Health, safety, and welfare, including risk assessment, hazard awareness, first aid 

etc; 
f) Statement of expectations and the anticipated review procedure; 
g) Any useful information not covered within the above items. 

 
Policies and Procedures of J&R Care and Safeguarding 
During the first week working for the company, the staff member will meet with the 
Directors to undertake training in the policies of the company, Safeguarding training and 
Physical Intervention training.  
 
Persons responsible 
The Home Manager will be responsible for ensuring that all new employees are given 
appropriate induction training. 
 
Responsibility may be delegated for: 
1) Preparation of the Induction programme. 
2) Implementation. 
 
Preparation of the Induction programme 
The Induction programme will be prepared and delivered using the "checklist" as a guide as 
to form, timing and overall content. 
 
Completing the induction process 
During the induction period, the new employee will gradually be integrated into his or her job 
and the home. Using the induction checklist as a guide, the Supervisor/Manager will ensure 
that all essential information is communicated to the employee in a manner and over such a 
period as is considered appropriate.  
 
Further Induction Training 
Following the company induction week, if you are new to this work, you will then begin to 
work on the Induction Standards published by The Children’s Workforce Development 
Council (CWDC). These standards set out clearly what new workers should know, 
understand and be able to do within six months of starting work. 
 
A set of these Induction Standards will be given to each employee by head office after the 
first Induction week has been completed, together with a workbook. This workbook must be 
completed and passed to head office by the end of the six months’ probation period, to enable 
a certificate to be applied for and also to confirm the staff member in post. Training Records 
will be kept. 
 
If the staff member is not new to residential work, a training plan will be devised including 
following the 6 months’ probation, the next level Diploma training that is appropriate to their 
grade. 
 
	


