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Who is covered by this policy?
All line managers, staff & volunteers.
What is covered by this policy?

This policy covers the purpose of induction and how to create an effective induction programme
for new staff.

Purpose

The purpose of induction is to support and welcome new staff to help them become fully
integrated into SPACE as quickly and easily as possible.

The policy

All new staff must be given timely induction training, as this is a vital part of staff recruitment and
integration into the working environment.

SPACE is aware that starting a new job is an exciting but demanding and potentially stressful
experience. Quite apart from the obvious challenge of tackling new tasks, there is also the need
to become accustomed to a new organisation, a new environment and new colleagues.

The line manager is responsible for planning the induction. This includes arranging any relevant
meetings or travel.

Pre-induction

The line manager should put together an induction plan to ensure the new staff member receives
all the relevant information they need over a period of several weeks. The new staff member
should have scheduled meetings with relevant personnel and meet the other teams in their
immediate working environment. Meetings with their line manager are included in the plan to
allow time for questions and a check on progress.

Induction plan

Before the new staff member starts

What Who By when
References and other checks that are | Admin At least one week prior to
conditions of the provisional offer of start date

employment should be obtained and
confirmed to the new line manager.
The new starter receives a formal | CEO & Founder At least one week prior to
letter with their job offer, starting date, start date

working pattern, salary and other
relevant details. CEO & Founder will
let the line manager know by email
when this offer letter has been sent.
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The new starter is called to outline
what they can expect on their first day
and to agree a start and finish time for
the day. (Managers are encouraged to
allow the inductee a shorter first day.)

Line Manager

At least two days prior to
start date

All relevant equipment and
technology should be set up in the
person’s name and ready for use prior
to the start date. Operations manager
to set up a new profile/account - this
should be done as soon as possible
once the new starter is confirmed.

Operations
Manager

At least two days prior to
start date

An induction plan is created for the
new starter and should be sent to
them in advance of their starting date
so they know what to expect.

Line Manager

At least two days prior to
start date

The management team are informed
of the new starter’s start date.

Line Manager

At least two days prior to
start date

An ‘induction buddy’ is found and
assigned to new starter for first shift.

Line Manager

At least two days prior to
start date

Week one
What Who By when
Introductions and welcome Line Manager On first day
Contract of employment to be | New starter On first day
signed
Introduce key SPACE’s policies | Line Manager On first day

and procedures: Health and
safety policy, Data protection
policy, Safeguarding policy and
fire procedure

SPACE’s vision, mission and
objectives and SPACE’s role in
the sector and what it stands for
should be clearly explained to
the new member of staff

CEO & Founder

End of first week (or as soon as
reasonably possible)

Shadowing other
members

team

Line Manager

End of first week

Manager-inductee meeting to
set objectives for and with the
inductee in line with the job
description.

Line Manager

End of first week

Week two

What Who

By when
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Meeting with the CEO & | New Starter End of second week (or as

Founder soon as reasonably
possible)

Allow time for, among other | New Starter End of second week

things:  learning  tasks,
writing a staff profile for
SPACE’s website, reading of
SPACE’s policies and
procedures (a couple of
policies per day, starting
with those recommended by
the line manager) and
overview of the roles of

colleagues

Week three
What Who By when
Follow-up meeting with Line | Line Manager End of third week

Manager (any problems,
questions, queries)

Weeks four to six

What Who By when

Induction checklist | Employee End of sixth week
completed and handed to
Line Manager for filing.




