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Staff Induction Procedures

(September 2019)
1.0 Introduction

New Start Induction

This document contains the procedures and instructions to be used in the induction of any new member of staff into Dunbartonshire and Argyll & Bute Valuation Joint Board, and covers issues relevant to the organisation.   It is essential that each manager also lists all job tasks for specific employees/posts and ensures that appropriate training is given on each aspect of the job.

Appropriate training at the right time will ensure that both the employee and manager will have confidence in the workings of the organisation.
There will be additional learning required for new employees who have management responsibilities.
2.0 Letter of Appointment

2.1 Issue of Letter

The new member of staff’s formal introduction to Dunbartonshire and Argyll & Bute Valuation Joint Board will begin with the letter of appointment to their new post, which will be issued by the West Dunbartonshire Council’s HR&OD Service. All the information required for the appointment letter will normally be provided as part of the recruitment process and completion of the Notification of Successful Candidate form found at  https://intranet.west-dunbarton.gov.uk/chief-executive/people-technology/hr-online/hr-connect-payroll/managers-online-forms/. 
2.2
Content of Letter

The letter to be issued will attach the following information:-

Offer of post acceptance form for completion and return as soon as possible.

A Summary of Conditions of Service

Information & Communication Technology (ICT) 
Bank mandate form for completion and return as soon as possible, and prior to the start date where practical.

3.0
Preparation Prior to Start Date

Prior to the start date the line manager should ensure that the following are prepared/completed:-
	Item
	Responsibility 

	Induction Pack
	Line Manager

	Passwords and system access arranged (including addition to e-mail and relevant systems)
	For WDC provided systems e.g network log on and email address this is part of the ‘Notification of Successful candidate’ form completed at the end of the recruitment phase. Access to local systems is administered by Systems Officer in liaison with Line Manager

	Addition to Time Management System


	Line Manager to liaise with TMS administrators

	Addition to Flexi-system
	Line Manager to liaise with Flexi-system administrators

	Workstation/PC availability
	Line Manager (to liaise with Assessor/Depute Assessor if necessary)

	Access to i-Learn 
	Line Manager to liaise with Systems Officer


4.0
Documents to be Received from New Start

4.1
Driving Licence & Insurance Documents

Where driving will be a part of the new employee’s job or where travel allowances are to be claimed, all new starts must present their Driving Licence and current Insurance documents upon commencement of any employment.   Insurance must cover business use.   These documents will be subject to checks, usually annually, in accordance with DABVJB’s Driving at Work Policy.
4.2
Emergency Contacts

All new starts must complete the form with emergency contact details for retention in their personal file.

5.0
Items and Information to be Issued to New Starts


5.1
Identification Card

All new starts should be photographed for, and equipped with, an employee identification card as soon as possible after their start date. The Line Manager should arrange for the photograph to be taken and liaise with the relevant Secretary to order a card.    
5.2
Flexible Working Hours

All new starts should receive a Flexible Working Hours card, which may be the same card as 5.1 above, as soon as possible after their start date.  If there is any unavoidable delay in supplying the new employee with a card, a manual log sheet should be used initially. Guidance on the terms of the Flexi-system should be provided.
5.3
Induction

All new starts should receive a ‘Contents of Induction Pack for New Employees’ checklist (see 7.0 below) on their first day.  The pack will contain some of the essential policies and links/directions to information about the organisation.   The employee should build on this pack through his/her working time within DABVJB and use the checklist to manage and evidence progress through the Induction process.
5.4
Attendance Management
New employees should be provided with a copy of the Wellbeing Charter and be advised of the procedures for notifying sickness absence.
5.5
Data Protection
The Joint Board’s Privacy Notice relating to the use of the employee’s personal data for employment purposes should be provided.


5.6
Code of Conduct for Employees
The new employee must be provided with the Code of Conduct for Employees and must confirm in writing that the contents have been read and understood. 


5.7
On-line Resources and Training
As the new employee will be required to access on-line resources for induction, training and general information, the Line Manager  should demonstrate access to the VJB intranet, WDC Intranet, i-Learn, the SAA portal and the DABVJB website.

For relevant staff, a demonstration of the process for making Expenses and Mileage Claims via HR21 should also be given.

5.8
Information & Communication Technology (ICT) Security Pack  

All new starts should receive a security pack immediately following their commencement in employment.
5.9
Pension Scheme
Line Managers should alert new employees to the fact that they will have been automatically enrolled in the Strathclyde Pension Scheme and provide them with the web address (www.spfo.org.uk) for further information. 
6.0
Conditions of Employment


6.1
Hours of Work/Time Management System
The new employee will already be aware from the issued contract of the 35-hour (or proportionate if job-share or part-time) working week, but should also be advised of the requirement to complete time management sheets for submission to his/her manager on a weekly basis.

6.2
Flexi-time

The new employee should be informed of the rules regarding the operation of the flexible working-hours scheme within the VJB.   
6.3
Annual Leave Entitlement
The new employee should be informed of his/her holiday entitlement for a full year.   It may not be possible to provide this information until the employee’s reckonable service has been calculated and this may require information being corroborated by a previous employer.

6.4
Annual Leave Entitlement Remaining in Leave Year

This may have to be a provisional calculation until reckonable service can be properly calculated.   It may therefore be best to calculate this entitlement based on 20 days annual leave per full year as detailed in the current Conditions of Service.   If found that an employee, upon receipt of details of previous reckonable service, has a greater entitlement then an adjustment can be made.

6.5
Scheme of Conditions of Service

All employees will be issued with a summary of the Conditions of Service with their job offer.   All employees have an entitlement to view the Conditions of Service and new employees should be made aware of this right and told that they can obtain access to them at https://www.saa.gov.uk/dab-vjb/wp-content/uploads/sites/5/dlm_uploads/2017/10/Single-Status-Collective-Agreement-Final-Version.pdf
7.0
Induction ‘Pack’
The Induction ‘Pack’ should contain reference and/or links to all of the procedures which employees need to know within their first few months of employment and Appendix 1 contains these items.
The ‘Pack’ will also be used as a checklist of relevant policies and training to be completed and the employee should sign these off on completion. Progress through the Induction pack/process to completion should be monitored by the line manager.
8.0
Health & Safety

8.1 
Health & Safety Policy 
The Line Manager should ensure that new employees have access to and read the VJB’s Health & Safety Policy, and introduce them to the First Aiders.


8.2
Protective Clothing

The Divisional Assessor will arrange for new employees to receive any protective clothing required by them for the undertaking of their duties and explain to them the rules regarding the care of this clothing, i.e. that they are provided for use as required on VJB business and should be kept in good condition.

8.3
Health and Safety Equipment
The Divisional Assessor or Admin Manager will arrange for new employees to receive any equipment, such as Lone Worker protection devices, that they may require to carry out their duties and, where applicable, explain how to properly use the equipment.

8.4
Smoking Policy
The Line Manager should explain that the VJB operates a No Smoking Policy and has a Zero Tolerance approach to drugs and alcohol.


8.5
Accident Reporting

The Line Manager should explain the procedures relating to the reporting of accidents while at work.

8.6
Fire Instruction

The Line Manager should ensure that new employees have access to and read the Emergency Evacuation Procedures.
9.0
Equalities

The Line Manager should introduce the new employee to the generalities of the VJB’s approach to Equalities at a very early stage, albeit the employee will be required to familiarise themselves with the Equalities Policy, responsibilities and Objectives during their induction period and complete on-line learning in accordance with the VJB’s Core Training requirements
10.0
Meet and Greet
All new employees should be introduced to all work colleagues by their Line Manager and be shown facilities such as canteen, kitchen and toilets at the earliest possible opportunity.
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