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EMPLOYEE INDUCTION AND PROBATION POLICY
These policies apply to all North West Leicestershire District Council employees, unless stated otherwise, and will be applied fairly and consistently without discrimination on the grounds of marital status, gender, age, disability, sexual orientation, race, nationality, ethnic or national origins, trade union membership or activity, political or religious belief and unrelated criminal conviction.

Induction Policy

The Council will provide all new permanent and temporary employees, whether employed on a full-time or part-time basis, with a full programme of induction training.

The purpose of induction is to integrate a new employee into the Council so that he/she is encouraged to become an effective and motivated member of the team. Effective induction is a major contributory factor in retaining newly appointed staff.

An effective induction programme is not a one-off event but takes place over a period of some weeks and is an ongoing process to ensure that the new employee settles well into the Council and is confident carrying out the full scope of his/her duties. Essential information should be supplied to the new employee in a planned and systematic way to avoid information overload and to ensure that he/she is able to absorb it.

Although all new employees should be supplied with the core information set out under the induction checklist, the design and content of the induction programme will depend on factors such as the new employee's role, level of responsibility and previous work experience. Managers should therefore be prepared to vary the induction programme to suit the particular needs of the new employee and his/her role specification.
The following procedures are designed to help assist Team Leaders, Team Managers and new employees to experience a smooth transition into the Council.
Probation Policy

North West Leicestershire District Council’s Probation Policy is designed to ensure that objectives and expectations are clearly set out and met by new employees. 
The probationary period is usually 6 months (or as set out in the employee’s provisional letter of appointment) and reviews will take place at 2 and 5 months, although this is not exclusive. Probation reviews should also be conducted in line with standard regular one to one meetings and any necessary additional performance reviews.
It is essential that timings of the probationary period are closely managed and especially to ensure that the final meeting to review the employee's performance is held on or before the end of the initial probationary period (6 months). If the meeting does not take place by this date, the employee’s appointment will, technically, be confirmed by default.
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	Induction Procedure


1.1
Induction will commence before the new employees first day; to give the new employee a sense of being part of the team with the ability to access information before they start.  Induction will take place over 6 week period.  Once completed the induction will then follow onto the employee’s probation.

	New starter web page


2.1
All new starters will be given a login and password to enable them to view the New Employee Information Site on the Council’s website page; this is a secured access area.  The information will include information on the Council, values, training, appraisals, policies, procedures etc. 

2.2
New starters will be able to complete the necessary HR paperwork online to ensure that all systems can be up and running before they start. 

2.3
New starters will also be prompted to complete their iNet profile prior to their start date. The created profile will be posted to the front page of iNet and double up as a welcome for them on their first day – other employees will also be able to click on the profile and be introduced to their new colleague. 

	Pre – induction meeting


3.1
New starters will be contacted by their new Team Leader and invited to come into the Council Offices for an informal induction meeting (they will not be penalised if they are unable to). This meeting can be particularly beneficial if the notice period and interview processes has taken some time, often 2 or 3 months.
3.2
If a new starter is able attend a pre-induction meeting, the time they spend at the Council will credited to them as time off in lieu for when they start. 

3.3
The meeting should be arranged so that the following is achieved:

· An informal meeting with the team

· Refresher of duties and expectations

· Official photograph taken with Human Resources
· IT paperwork signed (as an electronic signature will not be accepted)

· Issue the induction booklet

· What to expect on their first day
· Introduction to their nominated ‘buddy’
3.4
For checklist please see appendix A
3.5
If the new starter has a disability please refer to ‘Employee with a Disability’ below.

	Induction booklet


4.1
An induction booklet will be given to each new starter in their pre-induction meeting. The booklet will outline key information and tips to get a new starter through their first few weeks – printing codes, group pick up on the phones etc!

4.2
It will also have the first 1-2 weeks mapped out in terms of meetings with key colleagues and partners, meetings to attend, meetings with HR etc.  Training attended must be logged in here as well.

4.3
There will be space within the induction booklet to document any identified training needs that were picked up both at interview stage, and during the first months of employment. These will be picked up by the Team Leader and fed into the individuals training plan.

	Stage 1 – Induction with Human Resources


5.1
The employees first day will start with an induction with the Senior HR Advisor.  This meeting usually takes place at 9.30 am on their first day, lasting approximately 1 hour, covering areas such as:

· Working hours

· Salary

· Annual leave

· Sickness

· Car user / car parking

· Health and Safety

· Security 

· Passport and certificates check

· Tour of building

5.2
Once the induction has been completed, the Senior HR Advisor will take the employee to meet their Team Leader.

5.3
For checklist please see appendix B.
	Stage 2 – Induction with Team Leader


6.1
This will take place straight after the induction with Human Resources.  This meeting should take place in a quiet area, and will cover areas such as,

· Overview of job role and team

· Go through work plan of first week

· Introductions to work colleagues 

· General office procedures, such as, office cover, confidentiality of information, security etc…

6.2
For checklist please see appendix C.
6.3
There will be a separate checklist for Health and Safety, this must be completed on their first day.  Please ensure this is signed by both the Team Leader and employee, and returned to the Health and Safety Officer.  For checklist please see appendix D.
6.4
If the Team Leader is not available to do this, the Team Manager should complete the induction.

6.5
Both appendix C and appendix D must be completed on the employees first day.
	Stage 3 – Induction with Team Manager


7.1
Within the employees first week they should meet with the Team Manager who will go through areas such as; service delivery plan, team objectives, Head of Service’s role, job description, explanation of other teams within service, and arrange for you to meet your Head of Service.
7.2
For checklist please see appendix E.
	Meet and greet with Chief Executive


8.1
All new starters (and current employees who have changed jobs) will be invited to attend an informal meeting with the Chief Executive. 

8.2
These will be arranged by the HR Team and PA to the Chief Executive on a 6 weekly basis and invitations will be sent out by HR.

8.3
This will give people with new jobs (whether new to the council or an existing employee who has changed jobs) a great opportunity to meet with the Chief Executive on an informal basis. 

8.4
All new starters (and current employees who have changed jobs) will be asked to bring with them a question or suggestion to put forward to the Chief Executive.
8.5
Please refer to appendix F.
	Corporate training


9.1
There are a number of important issues all new employees will need to know about.   As part of the employees’ induction training they are required to attend a number of courses with the first 6 months of starting, to build up their toolkit. These will be detailed in the induction booklet.
9.1
New employees will be able to view the courses on the iNet training page. From there they will be expected to contact the trainer direct and book themselves on to the required course.

	Employee with a disability


10.1
It is important that a Team Manager discusses with the employee any reasonable adjustments the Authority needs to make to ensure the employee can settle into their job role smoothly if that employee has indicated they are disabled.
10.2
It should have been mentioned in the employee’s interview if there are any reasonable adjustments that need to be made prior to starting.

10.3
Please take into consideration the following areas:

· Equipment - and any training requirements needed to use equipment


· Working hours - allowing employee to work flexible hours to help accommodate transport, additional breaks to accommodate fatigue arising from disability, and issues surrounding carers


· Time off from work – help with medical, remedial therapy and assessment needs


· Modifying instructions or reference manual – changing to Braille.  May be look at the way you give instructions, such as a person with learning difficulties may need to be given a demonstration as well as oral instructions


· Visually impaired – more time to familiarise themselves with building (may be arrange time before employee is due to start to help with confidence)


· Mobility – is there enough space for a wheelchair.  Where are the nearest toilets and are they easily accessible.  Is office on ground floor


· Medication – provide a private room if required

· Travel arrangements in adverse weather conditions –

10.4
You will also need to look at office ‘clutter’ especially if an employee has a visual or mobility disability.  

10.5
Please ensure you complete the assessment for planning emergency evacuation from NWLDC premises for people with restricted mobility or sensory disabilities on their first day.  Please see appendix G.

10.6
Additional advice/information please contact a Senior HR Advisor 

	Probation Procedure


1.1
All new employees will be subject to a probation, which will take 6 months to complete.
	Initial meeting


2.1
At the end of the 6 week induction programme, the manager and Human Resources representative will meet with the employee and conduct the initial probation meeting. At this meeting the job is explained to the new employee and the manager must make clear any service standards, performance standards and behaviours related to their particular post in terms of:

· quality and quantity of output 

· behaviours that are expected

· skills that must be acquired 

· protocols that must be learnt 

· deadlines which must be met and how any changes to deadlines will be communicated 

· working relationships that must be developed with other staff, customers and partners. 
· Acceptable levels of attendance
2.2
It is not necessary to supply Human Resources with a copy of this meeting’s notes unless there are any issues raised.
2.3
The manager will continue to meet monthly with the employee and review progress through one to one meetings with formal meetings taking place at 2 and 5 months.
	First formal review


3.1
At the first formal review (2 months) the manager will meet with HR and the employee formally discuss the employee's performance with them and summarise their discussion using the Probation Review Form. 

3.2
If the first review is not satisfactory the manager must discuss with the employee the aspects of performance which need to improve and how and should set clear objectives and timescales within which the improvements required will be reviewed. The employee should be asked if any further assistance and/or training is necessary to enable them to complete tasks and the standards expected of them. 
3,3
Clear targets will be recorded and an action plan to meet those targets will be drawn up.

3.4
The employee should sign the review form and receive a copy of it to confirm that they have been made aware of the improvements required. Any disagreements or additional comments must be detailed on the form and discussed with Human Resources. 
3.5
If issues were discussed at the 2 month meeting, or if subsequent issues arise, additional formal review meetings should be held at 3 and 4 months following a similar agenda to that detailed above. Records of these meetings should be clear and detailed ensuring that the employee is well aware where there is a need to improve. 
	Second formal review


4.1
Assuming there have not been any issues addressed at 3 and 4 month reviews, the second formal review must take place at 5 months. 

4.2
Where performance is satisfactory, probationary staff will be confirmed in their post on completion of their 6 month probation period. 4.3
Following the satisfactory completion of probation, the employee's performance will continue to be regularly reviewed in line with the Council’s Appraisal Scheme.

4.4
If at the 5 month stage the required improvements have not been made. The employee will be invited to a hearing where their probation will be reviewed by a Head of Service.  The employee should be given 7 working days notice of the hearing (in writing) and be given the right to be accompanied by a work colleague or a trade union representative. 

4.5
At this meeting a full review of progress should be held and a decision made to either extend the probationary period or, alternatively, to terminate the appointment at the end of the probationary period. Any decision as a result of such meeting should be confirmed in writing to the individual (in consultation with Human Resources).
4.7
Employees who have their employment terminated during the probation period have the right to appeal in writing (to the Human Resources Manager within 10 working days of the date of termination) and have their appeal heard by a Head of Service independent to the service.

4.8
If, following the appeal hearing, the employee is reinstated it will be to the original job role and will incur no break in service.
	Extension of probation period


5.1
 It may be appropriate to extend the probationary period if: 

· Through the employee's sickness or other authorised absence, it has not been possible to fully assess performance. 

· The employee has not performed satisfactorily but the manager has evidence to suggest that performance is likely to improve with a further period of probation. 

5.2
In all cases where probation is extended the following must be discussed between the manager, Human Resources and the employee and confirmed in writing: 

· The reasons for the extension. 

· Any assistance/training that will be given in the extension period. 

· The period of the extension, the performance standards expected and the way in which performance improvement will be monitored. 

· That if performance still fails to meet expectations at the end of the period of extension, employment will be terminated. 

5.3
Probationary periods should not normally be extended by more than three months. 
	Irregularities discovered during the probationary period


6.1
If, during an employee's probation, it is suspected or established that the employee does not have the qualifications, experience or knowledge that they claimed to have at the time of recruitment, the matter will be discussed with the employee to establish the facts. If the evidence suggests that the employee misrepresented their abilities in any way the Council will terminate the employment with immediate effect (giving one week's pay in lieu of notice). 

6.2
If the employee is an existing employee who has been transferred or promoted into a different role the matter will be dealt with under the Disciplinary Policy.
	Existing staff transferred or promoted


7.1
Existing employees of NWLDC who move jobs within the Authority are not subject to a probationary period. It is, however, good practice to follow the principles of the probation policy and induction process in order to ensure that they are able to settle into the new job and are aware of job targets and different ways of working. Any problems with performance should be dealt with using the Capability Policy.
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Appendix A
Pre - Employee Induction

Team Leader Checklist

As part of the new induction programme you will be required to contact your new employee and offer them the opportunity to come in for a pre-induction.  Please contact Human Resources when you have agreed a date and time, so a member of the Human Resources Team can be available to take a photo and collect payroll forms etc…

	Documents to be issued

Map of Building

Induction Handbook

Team Chart

Values and Behaviours of Council


JOB ROLE

 FORMCHECKBOX 

Discuss job role and how it fits into your team and organisation (please use visual aids such as an organisational chart).

 FORMCHECKBOX 

Values and Behaviours of Council

TRAINING & DEVELOPMENT
 FORMCHECKBOX 

Discuss any training issues picked up from the interview and corporate training – complete section on future training needs within their Induction Handbook. 

FIRST DAY AND WHAT TO EXPECT
 FORMCHECKBOX 

Explain first hour will be spent with Human Resources going through their Terms and Conditions of Service.

 FORMCHECKBOX 

Explain the structure of their first day or preferably first week - complete work plan with employee.

HELPFUL INFORMATION
 FORMCHECKBOX 

Explain lunch/refreshments arrangements (cob van, kitchen areas etc.)

 FORMCHECKBOX 

Explain dress code

 FORMCHECKBOX 

Explain car parking arrangements (required to pay and display if they do not have a permit)

TEAM

 FORMCHECKBOX 

Introduce to members of the Team, and show employee where they will be working.

HUMAN RESOURSES
 FORMCHECKBOX 

Take photo for security badge and iNet 

 FORMCHECKBOX 

Check if they have been on the web site

 FORMCHECKBOX 

Collect HR forms

END OF MEETING
 FORMCHECKBOX 

Offer your contact details should they wish to discuss anything else before starting

QUESTIONS / NOTES

	


Induction completed by ……………………………………………………………………….
	Once completed please return to Human Resources




Appendix B
[image: image3.png]Best

EmpLold ee
Experience
NWL District Council




Employee Induction – Stage 1

Human Resources Checklist

	Documents to be issued

Holiday card

Attendance policy

Security badge & name badge

Smoking policy

Leisure Benefits welcome pack

Map of building
	Documents to be viewed

Bring copies of flexi form

Salary chart

Bank holiday chart

(please inform candidate where they are located on i Net)


EXPLAIN INDUCTION PROCESS
 FORMCHECKBOX 

Explain the induction process and brief overview they had at their pre-induction (if applicable)

TERMS AND CONDITIONS OF SERVICE

WORKING HOURS
 FORMCHECKBOX 

Explain contracted hours of work (08:45 – 17:00 with an hour for lunch)

 FORMCHECKBOX 

Explain flexi scheme (bring copies of flexi forms to help visualise scheme)

 FORMCHECKBOX 

Explain any specific hours of work (if applicable) 

SALARY 
 FORMCHECKBOX 

Explain payment date (25th of each month – paid early in December)

 FORMCHECKBOX 

Explain payroll start procedure (10th of each month)

 FORMCHECKBOX 

Explain annual pay award (1 April)

 FORMCHECKBOX 

Explain incremental progression (bring copy of salary chart to visualise progression)

ANNUAL LEAVE
 FORMCHECKBOX 

Issue holiday card explaining holiday entitlement

 FORMCHECKBOX 

Explain statutory holiday entitlement (iNet)

SICKNESS MONITORING
 FORMCHECKBOX 

Explain reporting procedure (personally call supervisor before 9.30 am)

 FORMCHECKBOX 

Explain self-certification (absence up to 7 days)

 FORMCHECKBOX 

Explain doctor’s medical statement (absence beyond 7 days)

 FORMCHECKBOX 

Explain attendance policy is located on i Net

CAR USER 
 FORMCHECKBOX 

Explain essential/casual user 

 FORMCHECKBOX 

Explain council car parking 

CORPORATE TRAINING

 FORMCHECKBOX 

Explain training and it is the employees responsibility to attend within their first 6 months of starting.  Corporate training and dates are located in their induction booklet. 

HEALTH AND SAFETY
 FORMCHECKBOX 

Explain about individual responsibility 

 FORMCHECKBOX 

Covered in detail with your Team Leader and half day Basic Safety training

SECURITY

 FORMCHECKBOX 

Explain security cotag system – issue security and name badge

SMOKING POLICY
 FORMCHECKBOX 

Issue guidelines for employees – smoke free workplace

MISCELLANEOUS
 FORMCHECKBOX 

Explain inner vision (i Net)

 FORMCHECKBOX 

Relocation expenses (if applicable)

 FORMCHECKBOX 

Leisure Benefits (issue welcome pack)

 FORMCHECKBOX 

i Net system – where to find policies, flexi forms, Health & Safety info etc…

 FORMCHECKBOX 

Coffee with Christine Fisher, Chief Executive

ENSURE THE FOLLOWING FORMS HAVE BEEN RECEIVED
 FORMCHECKBOX 

Salary details (orange form) 

 FORMCHECKBOX 

Personal record form

 FORMCHECKBOX 

Pension form

 FORMCHECKBOX 

Signed job description

 FORMCHECKBOX 

Signed appointment letter

 FORMCHECKBOX 

CRB form (if applicable)

 FORMCHECKBOX 

ICT Security Policy form

 FORMCHECKBOX 

P45 – if no P45 refer to payroll for P46

CHECK
 FORMCHECKBOX 

Passport 

 FORMCHECKBOX 

Certificates

 FORMCHECKBOX 

Employee to sign their application form

TOUR OF BUILDING

 FORMCHECKBOX 

Toilets 

 FORMCHECKBOX 

Kitchens

 FORMCHECKBOX 

Meeting rooms

 FORMCHECKBOX 

Print room

 FORMCHECKBOX 

Payroll

 FORMCHECKBOX 

Post room

 FORMCHECKBOX 

Human Resources

END OF INDUCTION

 FORMCHECKBOX 

Issue map of building

 FORMCHECKBOX 

Questions

NOTES

	


Appendix C


Employee Induction – Stage 2

Team Leader Checklist 

PRIOR TO NEW EMPLOYEE STARTING

 FORMCHECKBOX 

Inform I.T and reception of new employee extension line

 FORMCHECKBOX 

Arrange various I.T passwords and logins (i.e Microsoft Outlook)

TO BE COMPLETED ON FIRST DAY

 FORMCHECKBOX 

Overview of job role and team

 FORMCHECKBOX 

Go through work plan for first week (located in employee induction booklet)

 FORMCHECKBOX 

Councils values and behaviours

 FORMCHECKBOX 

Councils priorities for 2011/12

CAR USER

 FORMCHECKBOX 

Explain pool car operation & booking procedure (if applicable)

 FORMCHECKBOX 

Explain the recording system - car allowance claim forms (if applicable)

INTRODUCTIONS
 FORMCHECKBOX 

Team

 FORMCHECKBOX 

Team Manager

 FORMCHECKBOX 
 
Reception Staff

 FORMCHECKBOX 

Visit to other teams where cross working happens (if applicable)

 FORMCHECKBOX 
 
Arrange accompanied site visits to external locations (if applicable)

LOCATIONS

 FORMCHECKBOX 

Break-Out Area/Kitchen Facilities/Vending Machines 

 FORMCHECKBOX 

Lavatories

 FORMCHECKBOX 

Fire alarms and fire extinguishers

 FORMCHECKBOX 

Stationery supplies

 FORMCHECKBOX 

Location of photocopier and codes

TO BE COMPLETED WITHIN THE FIRST WEEK

GENERAL TEAM INFORMATION

 FORMCHECKBOX 

Telephone - group pick-up and diversion arrangements

 FORMCHECKBOX 

Officer cover procedures

 FORMCHECKBOX 

Internal communication methods (including iNet)

 FORMCHECKBOX 

Confidentiality of information

 FORMCHECKBOX 

Security arrangements (including security of personal belongings)

 FORMCHECKBOX 

Human Rights Act - effects on this post

 FORMCHECKBOX 

Ordering of goods and services

 FORMCHECKBOX 

Standard letter, memo and report format if appropriate

 FORMCHECKBOX 

Financial regulations/cash handling procedures

 FORMCHECKBOX 

Risks of fraud associated with job and work area.

 FORMCHECKBOX 

Use of PCs and software/internet/e-mail procedures

 FORMCHECKBOX 

PC back-up procedures

NOTES

	


Appendix D


Employee Induction – Stage 2

Team Leader Checklist 

HEALTH AND SAFETY

Employee Name: _________________________________________________________

	ITEM
	INFORMATION
	TICK

	Safety Policy
	Located on the ‘new starter information’ on the webpage under Health and Safety


	

	Contact for Safety
	Team Leader and/or Team Manager

Ian Bennett, Health and Safety Officer


	

	Emergency procedures

	Show new starters where the fire and Bomb assembly points are located. 
	



	Escape routes
	Show new starters where the escape routes are located for their immediate work area. Explain the importance of keeping fire exits clear and keeping fire doors shut and not wedging them open.


	   

	Means of escape
	Does the new starter have any disability that would prevent them from hearing the alarm or evacuating themselves from the building? 

Yes    No 
 If yes-special arrangements will need to be made please contact the Ian Bennett, Health and Safety Officer.


	   

	What to do if you discover a fire

	· Raise the alarm – show new starters where the ALARM points are located in their immediate work area, or how to raise the alarm while on site

· Only tackle the fire if “safe” to do so with the knowledge of how to use equipment provided. 

· Evacuate the building and report straight to the assembly point and Team Manager.
· It will be necessary to familiarise yourself with other fire procedures when working on different client sites

	

	ITEM
	INFORMATION
	TICK

	Procedures for evacuating the building.
	The fire alarm, on hearing it: 

· Use the nearest safe exit.

· Don’t go back for your personal belongings.

· Office workers - close all windows and doors if safe to do so.

· Go to assembly point and stay there (even if the alarm stops) until the management tell you that it is safe to go back into the building.


	

	First Aid
	Explain what the existing arrangements are:

· How to contact the first aider or appointed person

· Who are the first aiders (located on iNet)

· Location of the first aid room (room 52, ground floor, old building)

Does the new starter have any condition that the first aiders should be aware of? 
 Yes No 

	   

	Accident Book
	Explain there is no accident book but all accidents are reported via internal forms (see iNet and H&S page) and then placed on the web based database Solution Host. 
If they have any sort of accident while at work it should be entered into a SAF2 form as soon as possible. Also the need to report all accidents so that a proper investigation can be carried out to ensure no trends are developing and there are no under lying issues.


	

   

	Welfare Facilities
	Identify welfare facilities on site before work commences on the first day. 
	   

	Policies / procedures 
	· Mobile phone 

· Reporting violent incidents

· Lone worker policy and how it works in your team

· Display screen equipment assessments & eye care vouchers


	    

	Out of Bounds Areas and Restricted Machines:
(if applicable)
	All work equipment must be used solely for the purpose for which it was designed. Deliberate misuse and tampering with any work equipment is prohibited and may result in disciplinary action being taken. The council will not be held liable for any injury arising from such misuse.

	   

	Personal protective equipment (P.P.E.)

(if applicable)
	Explain the issue and use of
· Protective clothing, including footwear.

· Any other items of P.P.E. which may be required.
PPE must be signed for.
	   

	Health & Safety
	Outline the basics of the Health & Safety at Work Act 1974.  To include, (sections 2—9) with regards to employer and employees duties.

Section 7 – Every employee must:- 
(1) Take care of their own heath and safety. 
(2) Take reasonable care for the health and safety of anyone who may be affected by his or her omissions, and (3) Co-operate with his employer or any other person to enable legal obligations to be met.

(4) Don’t interfere with safety equipment.

(5) Carry out work in the way you have been trained. 

	   





	Specific Hazards for your duties: To be explained by your supervisor, Risk Assessments are to be discussed.

(if applicable)

	Safe use of equipment

Hygiene Practices

Uniforms and PPE

	   

	Hazards to look out for:
(if applicable)
	These may include:

Manual Handling, Slips & Trips, potentially violent situations, fire.

	


	Equipment or process
	Trained By
	Date
	Trainer Signature
	Trainee Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I confirm that I have read and understood the above. 

 Please print and sign your name below.
 Name: __________________________ Signature: ________________________ Date: ________  

Team Leader: _________________ Signature: ___________________________ Date:_______
RETURN THE COMPLETED SHEETS TO HR
Appendix E


Employee Induction – Stage 3

Team Manager Checklist 

	Documents to be issued

Service Delivery Plan

Team’s Objectives


TO BE COMPLETED WITHIN THE FIRST WEEK
 FORMCHECKBOX 

Team Manager’s role

 FORMCHECKBOX 
 
Team’s Objectives

 FORMCHECKBOX 

Section Head’s role

 FORMCHECKBOX 

Service Delivery Plan

 FORMCHECKBOX 

Job description

 FORMCHECKBOX 

Objectives - job, training and development

 FORMCHECKBOX 

Identify who will complete PADS review

ARRANGE TO MEET

 FORMCHECKBOX 

Head of Service

 FORMCHECKBOX 

Visit and explanation of other teams within Service

 FORMCHECKBOX 

Partnership working

Notes

	


Appendix F

Meet and greet Chief Executive
HR stage 1 induction - inform new employee and receive invite


Jessica to programme dates


HR to give Jessica numbers of attendees

Jessica to arrange tea/coffee etc…


HR send invites to all new employees/promotions 

(ask employee to confirm attendance)


Possible second date only


HR to invite relevant Head of Service


HR inform Chief Executive of attendees details (iNet profile)

Appendix G

Personal Emergency Evacuation Plan 
(PEEP)
For

People with restricted mobility or sensory disabilities



THE LAW
These procedures are designed to meet the requirements of:-

· Health And Safety At Work Act 1974

· Management Of  Health And Safety At Work Regulations (1992 and as amended) 
· Fire Precautions (Workplace) Regulations 1997

· Equality Act 2010

· BS5588-8: Code of practice for means of escape for disabled people
· ODPM guidance on fire safety in the workplace for disabled people 
· Regulatory Reform (Fire Safety) 2005
EVACUATION PRINCIPLES

The fire brigade carry out rescues, not evacuations. The evacuation must be planned to be carried out successfully without dependence on the fire brigade.

There are currently 2 evacuation chairs in the Council Offices, the first is situated at the staff entrance. The Staff entrance stair case is the only safe refuge that provides a temporary safe space for disabled people to await assistance with their evacuation, which is separated from most fires by fire resisting construction with safe access to a final exit. A chair is also provided to assist those unable to stand for any period.
An Evac chair is provided in the stair well. Their use will restrict the use of the stair case, so should only be used by trained staff after the majority of occupants have passed through.

The second evac chair is provided within the central reception area. This area is NOT a safe refuge as it does not comply with current fire Regulations. This again could be used following the main exit of occupants IF SAFE TO DO SO.  
BASIC ONS GUIDANCE

1.
The line manager of any member of staff with disabilities who requires assistance in getting out of the building should recruit a team of volunteers to act as their helpers.

(Four volunteers are normally required as helpers. A maximum of two helpers will remain with the person requiring assistance, the other two being reserves in the event of holiday or sickness. The names of the volunteers should be given to the Health & Safety Officer and the local fire wardens. Helpers must be trained to use evac chairs.)

2.
The person requiring assistance and their helpers should familiarise themselves with the alternative escape routes should their customary exit be blocked for any reason.

3.
On hearing the fire alarm the person requiring assistance and the helpers should wait in the nearest suitable exit until instructed it is safe to re-enter the building.  Fire wardens should notify the Incident Control Officer (ICO) of the person's location. THE ICO would relay this to the attending fire crew.
4. In the event of a fire drill, warning will be given to the person requiring assistance. They and their helpers should go to the Stair well after which they may return to their desk.

5. When not at their desks, disabled staff who require assistance should ask for help from staff nearby to reach the nearest suitable exit. The same principals then apply: at least one helper should wait with the person while another (or a fire warden) should be delegated to inform the Incident Control Officer of the person’s location.

6. If helpers are unavailable the person should contact the Receptionist by means of the nearest telephone to notify the ICO of their location. If possible the person should then make their way to the nearest refuge point. 
(NOTE – points 4, 5 and 6 are subject to review)
THE PERSONAL EVACUATION PLAN (PEP)

The PEP should identify the specific practical and physical measures for any person with permanent or temporary disabilities who requires assistance in leaving the building in an emergency.

The PEP should be prepared by the site Health & Safety Officer in consultation with the disabled person. Other persons (such as line manager, and Facilities Manager) should be brought into the process where necessary.

Copies of the PEP should be held by the individual and the Health & Safety Officer. 

The PEP should be reviewed:-

· Annually

· If the individual changes location within Buildings

· If the individual’s physical condition alters.

· If changes are made to the building

· If changes are made to the emergency organisation and arrangements

· If other circumstances require.

Evacuation Risk Assessment Check List
Double-click on the square you wish to tick, and select the tick symbol from the Symbols menu\Wingdings.
1. Hearing

1.1. Can you hear the fire alarm in normal circumstances?

Yes (     No (
1.2. If you have difficulty, would a visual indicator assist?

Yes (     No (
1.3. Is there to your knowledge any special or purpose-designed system or device which might assist you in hearing the fire alarm more clearly?

Yes (     No (
1.4. Would your response to the alarm be helped by a helper who could provide support in an evacuation?

Yes (     No (
1.5. Is there any other measure that would assist?

Details:

2. Sight
2.1. Do you have any visual impairment which would affect your ability to evacuate the building unassisted?

Yes (     No (
2.2. Do you require any aid to help you move around the site?

Yes (     No (
2.3. How long does it take you to leave the building from your normal place of work, unaided?

In minutes:  ​​​​​​​​​​​​​​​_________

2.4. Do you think that the speed at which you are able to leave the building may have the potential to hold up others or that they may cause injury as they pass you?

Yes (     No (
2.5. Would tactile signage be of assistance to you?

Yes (     No (
2.6. Are there any other problems you wish to highlight or measures that might assist?
Details:

Mobility
2.7. Can you leave the building unassisted in an emergency?

Yes (     No (
2.8. If not – do you require helpers to evacuate?

Yes (     No (
2.9. Are there sufficient staff in your area that are willing and suitable to act as helpers?

Yes (     No (
2.10. Do you need/use a wheelchair?

Yes (     No (
2.11. Is the wheelchair required for all circumstances (ie, can it be dispensed with for short periods)?

Yes (     No (
2.12. Is the wheelchair a standard size, electrically powered, or with wider dimensions?

Standard (     Wider (     Electrical (
2.13. Can you use an evac chair if required and would it help?

Yes (     No (
2.14. Have helpers been assigned to assist you. If necessary?

Yes (     No (
2.15. Are there any other problems, observations or solutions?

Details:

3. General

3.1. Would you be willing to wait in the stairwell, if required?

Yes (     No (
3.2. Might the measures needed for you in an emergency adversely affect the safe escape of others?

Yes (     No (   Details:

3.3. Other than evac chairs, might other staff need any specialist knowledge or training to assist you?

Yes (     No (    Details:

4. Building and Location

4.1. Usual Location:

Details:

4.2. Nearest/preferred exit:

Details:

4.3. Number of self-closing fire doors en route?

Details:

4.4. Ramps, steps or other access problems en route?

Details:

4.5. Alternative routes:

Details:

4.6. Is directional and instructional signage adequate and relevant?

4.7. Do you visit other areas of the site often?

Yes (     No (    Details:

4.8. Other problems identified?
Details:
Personal Evacuation Plan summary
	For (name):

Room N° & telephone ext:
	

	Prepared by:
	

	Date:
	

	Review date:
	


Arrangements
On hearing the alarm:-
· (name…) shall leave the building immediately, or if on the 1st floor, go to the preferred fire refuge area.

· Wait at the top of the escape stairs in a position that does not impede escape for others or wait by the evac chair to be used to evacuate the building.

· Once the situation is confirmed as being a false evacuation by the Fire Co-ordinator, permission shall be given for (name…) to re-enter the building, or leave the refuge area.

Fire Marshals shall:-
· Sweep their areas and leave via the emergency escape stairs.  They shall note (name…) in the refuge area and report to the Fire Co-ordinator that he is safely inside the refuge.

· The fire marshal shall liaise with the Fire Co-ordinator and, in the event that the fire is both real and an immediate threat to (name…), shall organise for a evac chair to be used to affect a rescue to the ground floor level, so (name…) can leave the building to their assembly point.
Lone Working:-
(Name…) should not work alone on the 1st floor.  Should the need arise for (name…) to be on their own in the office during office hours, a long working procedure should be formulated and agreed with management.

Signed off by HoS/Employer:  
Dated: 

Signed off by the Individual:   

Dated: 
BEE WELCOMED
Probation Review Form - ____________ month review

	Name:
	Job title:

	Team:
	Team Manager:

	Start date:
	


	Targets
	Date to be achieved by


	Completed?

YES
	Completed?

NO


	If not completed, action to be taken.... (add onto forward plan for next review)

	
	
	
	
	


Has the employee’s attendance been acceptable since the last review?     Yes / N0

Behaviours
Demonstrate how the employee meets the Council’s 5 Values.
	Behaviours 
	Example of how employee meets the behaviours



	Spend our money wisely – give examples of how your work has ensured value for money
	

	Support what is possible – give examples of how you have identified, agreed and delivered outcomes using listening, negotiating and delivering skills
	

	Be fair and proud – give examples of how you have shown pride in your work and taken individual responsibility for the work you do
	

	Listen carefully – give examples of how you listen to the needs of customers and colleagues  
	

	Deliver agreed quality – give examples of how you set targets and monitor your work to ensure you deliver
	


Probation extended
YES / NO (if yes, please put reason)

	


Signatures…………………………………           ……………………………………        ………………………………



(employee)




(Team Manager)


(Human Resources)

Date…………………………………………………
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