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INDUCTION POLICY

Adopted by the Executive Committee at their Meeting held on Monday 19 June 2006
Reviewed and amended Sept 2017 
NI Youth Forum’s induction programme provides information that new employees need to integrate into the working environment successfully. Induction is designed to help new staff assimilate, without being overwhelmed.

All new staff and volunteers will participate in an induction programme, tailored to their role within NI Youth Forum.  Initial Induction will be completed within two weeks of an employee’s start date, unless there are extenuating circumstances. The initial induction will include the following elements:

· Orientation

· Health and safety

· Information about NI Youth Forum’s history, culture and ethos

· Clear outline of the role of the new staff member/volunteer

Your line manager is responsible for organising your induction programme and the following NIYF staff members will complete this checklist with you accordingly:
· Chris Quinn (CQ) Director

· Phil Glennon (PG) Head of Operations

· Heather Kennedy (HK) Office Manager
All new staff will be issued with a Staff Handbook and additional relevant policy and procedures about the organisation.
Pre-Induction Checklist

Orientation








NIYF Staff Member
· Letter offering job






HK
· Letter accepting job






HK
· Qualification check






HK
· Access NI info to candidate





HK

· ID Check







HK/PG

· References request






HK

· Reference verification





PG
Induction Checklist

Your line manager will co-ordinate your induction programme during the first two weeks of your employment at NI Youth Forum and you will be given a copy of the programme.  Please ensure all topics have been covered to your satisfaction before signing this form and returning it to the Office Manager.
Orientation








NIYF Staff Member
· Introduction to all staff





PG
· Introduction to Executive Committee



CQ
· Introduction to key stakeholders




PG
· Explanation of organisational structures & 
where NIYF fits
PG

within the Youth Service

· Tour of Building






PG
· Issue of Staff Handbook





HK
Health and Safety







NIYF Staff Member


· Emergency exits






HK
· Evacuation procedures





HK
· First aid facilities






HK
· Health and safety policy





HK
· Accident reporting






HK
· Smoking policy






HK
Organisation

· Telephone system including mobile




HK
· Computer set up






PG
· Email, online calendar, dropbox, turbine



HK
· Organisational chart






HK
· Data Protection






PG
· Credit Card







HK
· Office Keys & alarm system





HK
Terms and conditions

· Absence/sickness procedure




PG / HMC
· Working times, including hours, flexi-time, etc


PG
· Arrangements for breaks





PG
· Holidays/special leave





PG
· Probation period






PG
· Supervision and appraisal





PG
· Discipline procedure






PG
· Grievance procedure






PG
· ICT policy, including Internet and email



PG
Financial

· Pay – payment and date





HK
· Tax and National Insurance





HK
· Benefits







HK
· Pension/stakeholder pensions




HK
· Expenses and expense claims




HK
Training & Development
· Training and in-house courses




PG
· Career development






PG
Culture and values

· Background







PG
· Mission statement






PG
· Quality systems & Good Practice




PG

· Strategic representation & Workings groups


PG
_____________________________________________________

Signature of employee


Date

_____________________________________________________

Signature of line manager


Date
