DABVJB Induction Procedures - Appendix 1

DUNBARTONSHIRE AND ARGYLL & BUTE VALUATION JOINT BOARD

CONTENTS OF INDUCTION PACK FOR NEW EMPLOYEES

The following items comprise a comprehensive package of informative papers about the aims, practices and procedures of the Valuation Joint Board. These should be read within the timescales indicated below.
New Employees should sign-off each document/training event on completion and Line Managers should monitor progress throughout the ‘induction period’.

Your supervisor will advise you further in relation to the various documents and training procedures referred to.

Immediately Following Employment

	DESCRIPTION
	FORMAT
	DATE COMPLETED
	COMMENTS

	Mission & Vision of VJB
	VJB Intranet
	
	

	Code of Conduct for Employees including Register of Gifts, Hospitality and Conflicts of Interest
	Intranet
	
	Employee must ‘sign-off’ that the Code has been read and is understood

	Emergency Evacuation Procedures
	Intranet
	
	Paper format available in each room

	Flexi-Time Procedures
	Intranet/N:\Drive
	
	

	Wellbeing Charter and Absence Management Procedures
	Paper
	
	Paper copy of procedures should also be kept at home as a reminder of action required in the event of absence.

	Health & Safety Policy
	Intranet and personal tuition
	
	

	Personal Computer Password Procedure & Use of the Internet & Intranet
	Paper and personal tuition
	
	To include Lap-top security, where appropriate

	Internet & E-Mail Guide for Employees
	Personal advice
	
	New employees should be advised that both systems are for business use only.

	Equality & Diversity Awareness
	i-Learn
	
	

	Information Security
	i-Learn
	
	

	Information Management
	i-Learn
	
	

	Health & Safety Induction
	i-Learn
	
	

	Fire Safety Awareness
	i-Learn
	
	

	Manual Handling
	i-Learn
	
	

	Sample Leave Forms
	Paper & Intranet
	
	

	Time Management System
	Intranet and Personal tuition
	
	Provide sample input form

	Privacy Notice relating to personnel and employment matters
	Paper or website
	
	See: https://www.saa.gov.uk/dab-vjb/wp-content/uploads/sites/5/dlm_uploads/2018/05/VJB-Privacy-Notice-Updated-22-5-18.pdf 

	Auto-enrolment to Pension fund
	Personal advice
	
	See: www.spfo.org.uk 


In the first 3 Weeks of Employment
	DESCRIPTION
	FORMAT
	DATE COMPLETED
	COMMENTS

	Structure of VJB
	Intranet
	
	

	Internal Phone Lists
	Intranet
	
	

	An Introduction for Trainees & Students to the Functions & Duties of the Assessor 
	Intranet
	
	For Trainee Valuers only

	Personal Training & Development Policy
	Intranet
	
	Separate Policy for Chief Officers

	Sample Contact Log - for recording calls & visiting
	Paper
	
	

	Freedom of Information Policy and Publication Scheme 
	Intranet
	
	

	Data Protection Policy
	Intranet
	
	

	Disciplinary & Grievance Procedures
	Intranet
	
	

	Role of WDC in relation to VJB
	Personal Tuition
	
	

	Language Line Use
	On-line tutorial
	
	

	Employee Supports & Benefits
	Personal Tuition
	
	Also see various references in Policies referred to above

	Expenses and Mileage Claims (and other) via HR21
	Personal Demo
	
	See also Guidance/Instructions buttons within HR21

	Working with VDUs/DSE Users’ Guide
	Intranet
	
	

	Confidential Reporting (“Whistleblowing”) Policy
	Intranet
	
	

	Alcohol & Substance Misuse Policy
	Intranet
	
	

	Suggestions Box
	Personal Tuition and intranet
	
	


In the first 6 Months of Employment

	DESCRIPTION
	FORMAT
	DATE COMPLETED
	COMMENTS

	All other VJB Policies and Procedures
	Intranet
	
	

	Service Plan

	Intranet
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