




Churches Together in England (CTE)

Induction Policy 


Introduction
Churches Together in England believes that its staff are fundamental to its success as an organisation. To enable all staff to feel welcome and valued, and to become effective and efficient in their role as quickly as possible, it is essential that all staff receive a timely induction. CTE places great importance on thorough induction procedures. This policy, together with associated checklist and evaluation form, expresses CTE’s commitment to ensure that staff are supported during the period of induction, to the benefit of the employee and the organisation alike.

Scope
This policy relates to all newly appointed staff and to existing staff members who have taken on a new role. Trustees have their own induction process. Staff are expected to be proactive in their own induction, and ensure that they receive the relevant information and support from appropriate sources.

The policy will also be of use in the case of returning long-term unemployed staff who may have been absent from the working environment for some time.

Aims
CTE aims to ensure that staff induction is dealt with in an organised and consistent manner, to enable staff to be introduced into a new post and working environment quickly, so that they can contribute effectively as soon as possible. 

Inductions are designed to be as inclusive as possible and to be tailored to the particular requirements and needs of each post and employee, to ensure that every new starter has the information and support they need to integrate quickly and well into the organisation.

All new staff will be expected to be proactive and take ownership of their own induction, which will form the initial stage of their personal and professional development in the organisation.

CTE’s Commitment:

CTE will:
 
· ensure managers are familiar with the induction process and provide any formal training courses necessary to assist in its implementation 
· ensure there is effective monitoring of the induction process particularly in the first three months
· provide a checklist for managers and staff to follow during the induction period 
· deal promptly with any problems raised either by manager or employee 
· review all policy, procedure and guideline documents on a regular basis, particularly in the light of evaluation 

[bookmark: _Hlk64374894]CTE expects that the implementation of good induction practice by managers will enable the new employee to:

· settle into the organisation quickly and become productive and efficient members of staff within a short period of time
· feel welcomed and valued and that the motivation and skills which they bring to the organisation are appreciated and reinforced
· consolidate their understanding of the duties and responsibilities of the role, and the expectations of them in the form of job objectives and a work portfolio, set with their line manager
· understand how their work performance will be monitored (including probation and performance review processes)
· discover the information and support that is available to them, including mentoring and key contacts, and highlight areas where training and development would be appropriate
· understand CTE’s aims and values, strategic plans and objectives and financial regulations
· be aware of CTE’s policies and procedures, especially those which aim to ensure a safe working environment
· ensure that new employees understand and adhere to the standards of the organisation

CTE expects that the implementation of good induction practice by managers will assist the organisation to:

· develop a working environment where the emphasis is on self-motivation, responsibility and leadership
· encourage and retain well-motivated staff, thus maximising its effectiveness and reducing the risks of poor performance and/or repeated recruitment 


INDUCTION PROCEDURES

This induction policy sets out general steps for managers and staff to follow during the induction process.

Pre-arrival

Some induction information can be provided in advance of the start date once a candidate has accepted an offer of appointment. This will enable new employees to begin familiarisation with the organisation. However, it is in addition to the full induction process which commences once the employee has taken up the post.

Staff colleagues and trustees should be briefed ahead of the new entrant’s arrival. As appropriate, one of the new entrant’s colleagues and/or link trustee should be tasked with helping to ensure that he/she has every assistance in settling in quickly.

Induction checklist

The Induction checklist is a useful way of ensuring and recording that necessary information is imparted to new employees at the most appropriate time. It should be addressed over a period to avoid overburdening; however, managers should ensure that each matter has been properly understood whilst the checklist is being completed, perhaps in the form of a weekly chat with the new entrant. While not a formal part of the checklist, arrangements should also be made for the employee to make any necessary contacts with trustees or other key stakeholders with whom they can expect to have regular contact in the course of their duties. At the end of the process the induction checklist should be signed by the relevant parties and placed in the member of staff's personnel file.

Completion and evaluation of induction process

Induction can be said to be complete when the individual becomes fully integrated into the organisation; there is of course no set timescale within which this will happen and follow up is essential. Giving new employees the opportunity to ask questions several weeks into employment can be useful, and the induction checklist will provide this opportunity. In some areas, such as understanding wider aspects of the organisation, follow up after a number of months may be appropriate.

The evaluation form is a useful way of ensuring from the employee’s point of view that the Induction Policy is appropriate and is being properly implemented. It has an important role in the induction process in providing an early indication that the organisation listens to and values its employees. The manager should ensure that the Evaluation form is completed and that any recommendations are considered promptly and acted on as necessary.


This policy will be reviewed triennially by CTE.

Approved by the Board of Trustees of Churches Together in England
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