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Policy Number 10

INDUCTION POLICY

(Issue 8 – Revised February 2024)

Approved by Trustees on___Tuesday 20th February 2024__________________

Registered Charity Number: 1102380

Registered Address: 2nd Floor, 54 Cobbold Road, Felixstowe IP11 7EL
Level Two Youth Project

INDUCTION POLICY

Section 1
Management Board Members inc. Directors
All new Directors and Management Board members to be inducted as soon as possible after commencing in post.  This will be the responsibility of the Chair. (See checklist detailed in Appendix 1).  

Section 2
Employee / Volunteers 
All new staff / volunteers will be inducted on their first day in post and the process will continue over a three-month period.

The induction will be conducted by the Project Manager or Deputy Project Manager (See checklist detailed in Appendix 2.)
Appendix 1

MANAGEMENT BOARD MEMBERS

INDUCTION CHECK LIST

Name of New Management Board Member:

Date of commencement:



Date of completion:

Name of person responsible for the Induction:

	ISSUE


	COMMENTS


	MBM

Signature
	Inductor Signature

	Background / Overview of Organisation Aims & Objectives & Projects / Services we offer

	
	
	

	Copy of latest Annual Report & current Budget

	
	
	

	List of Directors & Trustees

	
	
	

	Opportunity for introduction to staff/volunteers & a Project area allocation

	
	
	

	Board members roles & responsibilities

	
	
	

	Declaration of Interests, Confidentiality & Consent

	
	
	

	Minutes of the last 2 Board Meetings

	
	
	

	Policies and Procedures

	
	
	

	Tour of premises, Fire procedures

	
	
	


Appendix 2

EMPLOYEE / VOLUNTEER 
INDUCTION CHECK LIST

Name of New Employee / Volunteer:

Date of commencement:


Date of completion:

Name of person responsible for the Induction:

	Information given
	COMMENTS
	Staff 

Signature
	Inductor 

Signature

	Contract, Salary and Pay Arrangements / Submitting timesheets, Holiday entitlement, Pensions, Expense reimbursement  
(Staff only)
	
	
	

	Introduction to Team members, Tea/coffee arrangements, location of first aid kits / resources / equipment & tour of the Hub
	
	
	

	Fire & exit procedures
	
	
	

	Last Out/First In Procedures / Securing of the premisis
(Staff only)
	
	
	

	Overview of organisation aims & objectives / Staffing structure


	
	
	

	Policies and Procedures, Consent & Confidentiality


	
	
	

	Team meetings & Supervision system / Training
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