INDUCTION GUIDELINES FOR USE BY THE INDUCTOR

These guidelines are intended for use by the person who will be conducting the induction of new employees. Each point on the Induction sheet will be backed up by a relevant explanation and associated cross-references to other documents as applicable.

Upon receiving the new employee, the inductor will introduce him/her self and give the employee a tour of the building, explain the parking locations and introduce them to other members of staff.

During the tour of the building, the following areas will be specifically pointed out to the employee.

· Toilets, Lockers, Coat hooks.

· First Aid box locations and the First aiders.

· Entrances and Exits to be used.

· Clocking in and out.

· Canteen.

· Notice Boards.

At this point the company’s Quality policy and the associated procedures and instructions will be explained, together with the importance of the particular Standards and Medical Directives to which the Company must abide.

There will also be brief explanation of the company’s Equal Opportunity Policy.

It is now that the new employee needs to be made aware of the company’s policy for Health & Safety. There will be an explanation of the safety hazards pertinent to their particular job function, any P.P.E. necessary to the task, the dangers of loose clothing, long hair etc. An explanation is now necessary with regard to the following general safety requirements:

· Housekeeping, tidiness, clear gangways etc.

· Location of fire extinguishers.

· Fire drill and alarm.

· Use of fire extinguishers.

· Infection – use of bacterial soap.

· Accident and incident reporting.

The company manual and relevant rules will now be explained to the employee. The main rules are as follows:

· Misconduct – examples and company response.

· Disciplinary procedures.

· Involvement of employee representatives.

· Grievance procedure.

· Absences – holidays, sickness, lateness etc.

· Appeals process.

· Telephone calls, E-mails, Web etc.

The inductor and/or a supervisor will explain the new starters own job function and that of the relevant department and the chain of supervision. There will also be an explanation of the standard of work expected. At this point in the proceedings, training will be explained, in particular:-

· Any gaps in their current skills, experience etc.

· Training requests and who to direct them to.

· Performance appraisals.

· Means of advancement (if applicable).

BREAKDOWN OF GUIDANCE NOTES

AT ALL TIMES, MAKE USE OF THE APPROPRIATE SECTIONS OF THE RELEVANT MANUALS AND INSTRUCTIONS

· When showing the new employee the toilets, explain that there are two toilet locations for use by all employees both upstairs and downstairs.

· Show the employee their relevant coat hooks and / or lockers, and the standards of dress required for the job.

· Explain that the front door is the only door to be used by all personnel as the other door is delivery only, and other exits are emergency only.

· Show them the clock machine in the foyer and explain that a swipe card will be arranged for them. Explain that clocking in and out must be done at Lunch, as well as Morning and Evening. What to do if they forget.

· Show the new employee the notice board and the first aid box in the kitchen and also the first aid box down in the repair room. Also explain that there is a first aid box at the warehouse.

· Explain that the kitchen is the only place where food and drink is allowed, use of drinks machine / dishwasher etc. and that the company operates a total non-smoking policy on the premises (due to oxygen usage)

· Show the new employee the company’s Quality Policy, Equal opportunity Policy and the Health & Safety Policy, which are displayed in the Kitchen.

· Explain the relevant Quality Standards and Medical Regulations that the company must abide by.

· Explain that all functions and jobs are covered by the use of company procedures and relevant written instructions.

· Explain to the new employee the relevant hazards pertinent to their particular working area, and any protective clothing etc. that will be issued.

· The Employee is now made aware of the need for housekeeping, clear passageways etc, empty bins when full (where bin bags are located).

· Show the new employee the location of, and the use of, the fire extinguishers, and explain the fire alarm and fire drill and fire assembly point.

· Explain the accident & incident reporting mechanism, and the possibility of infection (and the use of anti-bacterial soap), use of hazardous substances such as glue, alcohol etc.

· Pertinent company rules are now explained, together with the Company’s response to such rules:- 

Misconduct – examples

Disciplinary and grievance procedures

Absences, holidays etc.

Phone calls, E-mails, Web etc.

· Show the new employee to his / her immediate supervisor for an explanation of their job function and that of the department.

· Identify any gaps in the employees training and explain about further training requirements and requests.

· Explain the employee about the company’s appraisal system and their possible means of advancement (if applicable).

· The new employee is now invited to sit down and read the company manual and Health & Safety booklets.

