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Employee Name:       
Line Manager Name:        
Location:       
You and your line manager are responsible for co-ordinating your induction and for making sure you get the information you need.   

	Agree with your Manager a date for completion of this workbook 
	     


To be reviewed in 3 months
Dear Colleague 

Whether you are a new employee, someone who has transferred internally, or someone who has taken a promotion, starting a new job can be a bewildering experience.   A well-planned induction programme can make all the difference in helping you to settle in, begin to get to grips with your new job and to feel part of your team.  

It is a critical time in adult social care both locally and nationally as we move towards new ways of working to embrace personalisation.  The quality of every service we provide is determined by the skills and dedication of all our staff and we want to make sure that everyone who works in Adult Services has access to the information they need to enable us to provide the best possible services. 
You and your line manager must take responsibility for managing your induction programme and you should discuss which sections of this booklet you should complete, taking into account your particular needs.   Your induction should follow on naturally from the recruitment process to ensure your smooth transition into the department.

I wish you all the very best in your new role!

Kind regards

Moira Wilson

Strategic Director - Adults Services
About this booklet 
We have designed this induction workbook to help you find out what you need to know to do your job well and to understand the organisation in which you work.  We do not expect this workbook will cover all your needs but will be supplemented by your own local, service specific induction.   It is intended to be used over a period of time (3-6 months) to complement supervision by your line manager, which will focus on the specifics of your job.  

The workbook is divided into sections to guide you and your line manager through the recommended programme. It provides a basic framework and it is not intended to cover everything you may need to know. This booklet can be completed electronically or manually however we recommend that you download and save a copy and where possible access the book electronically as you will be able to take advantage of the hyperlinks that we have included.  If you do not use a PC at work please use the booklet as guidance and speak to your manager about locating the relevant information.  If at any point you find links that are not working please let Workforce Development know.
As well as your manager, colleagues and teams will play a part in helping you learn what you need to know to do your job effectively.  

During your first 3 months you should also attend the Corporate Induction and other selected training events, appropriate to your role.   For information on Corporate Induction contact HR.
Before you start
You should have received:
· a contract of employment 

· details of your pay and conditions of service
Speak to you Line Manager if you have not received this.

HR Contact Number 43 2962/7

Payroll Contact Number 43 3717
Your first few days

The first few days of a new job can be a challenging experience. This first part of your induction programme is about introducing you to your workplace and the people you work with.  You will have the opportunity to find out more about your job and what is expected of you.  
It is important that you begin to familiarise yourself with the structure of Adults Services so that you begin to understand what the overall service provides.  Have a good look at the Adult Services Intranet and begin to familiarise yourself with the structure and functions.  The Adult Services Annual Report will also give you a broad overview of the service.
Day 1 - Getting to know your place of work 
Your line manager or a colleague will show you around so that you get to know your place of work - please complete the following:
	Complete the following questions:

	

	Where is the nearest emergency exit point to you?
	

	Where is the nearest fire alarm?
	

	Where is your fire/emergency assembly point?
	

	Who is the fire warden for your team or workplace?
	

	What are your responsibilities in relation to this?
	

	When are the fire alarms tested in your building?
	


You must obtain an ID Badge within the first week - Contact Business Support – 1st Floor Olicana House, Telephone 432914. 

Olicana Reception can be reached on 432918
Discuss the following and date when you understand    














                              Date
	How the telephone system works 
	

	What is your telephone number?     
	

	Mobile Phone Number if applicable 
	

	Policy on Safe use of Mobile Phones
	

	Using the internal telephone directory 
	

	Responsibility for managing calls (taking messages, diverting calls, picking up calls from another phone)
	

	Understanding Council policy on personal telephone calls
	

	Where stationery is kept and ordered and how to access it
	

	How post is dealt with  -  Internal and External
	

	Where and how equipment is stored and how it works
	

	Where the photocopier is and how it works
	

	Your way around the building e.g. location of kitchen, toilets, staff room, lunch facilities, smoking arrangements, prayer room etc
	

	About access to the building and security arrangements
	

	Public Presentation/Dress Code
	


Getting to know your team and support services
Your line manager or a colleague will introduce you to the team and to any other people you will be working with. Find out what they do and how this relates to your own work.  














Date
	Your line manager
	

	Other members of the team
	

	Your service manager
	

	Other staff with whom you will have contact
	

	Administrative and support staff
	

	Information and advice staff
	

	Finance 
	

	Your health and safety representative/adviser
	

	Your union representative (and how to join a trade union, if you wish)
	

	Other staff in teams/services/other agencies with whom you share the building
	

	Relevant partner agency staff with whom you may have regular contact
	


Find out how your job fits within the department/organisation as a whole. What are the main issues affecting the service? Do your team have an action plan? 

Speak to your line manager about the following:

	How your job fits within the overall development of the service
	

	Who your line manager reports to
	

	Who the heads of service are
	

	What the team action plan means for you
	


Your first weeks and months

Hopefully, you will now have started to settle into your new job and are feeling at ease with your new colleagues. You will now need to find out the nuts and bolts of the work and procedures that need to be followed.

	Do you feel that your induction so far has been sufficient?     

If no please explain  


	

	Have you been booked on other induction training/programmes relevant to your area of work?

e.g.

Health and Social Care – Common Induction Standards (Skills for Care 5 Day) – all front line workers 

Domiciliary Care bespoke induction pack


	

	Complete the date when you have attended the Corporate Induction Course    
Contact HR to book a place 43 2962/7

	Date 



Getting out and about

Cast your net wider beyond your own work place. If appropriate make appointments to visit other services and agencies - your line manager may have already made some appointments for you.  Now is your chance to think about and arrange any other visits that you think will help you - discuss who you should visit with your line manager. Think about what questions other people might ask you about your role and where you work as well as what you want to find out from them. 

Use this space to list the key organisations you have agreed with your line manager for you to visit

	


What you can expect
The department places a great deal of importance on supervision and your line manager will agree with you how often supervision will take place.  They will also explain the Performance Appraisal Process (Success at Work Scheme – known as SAWS)  in relation to setting objectives and defining a personal development plan.
	How often will you receive supervision?
	

	From whom?
	


Discuss and agree with your line manager the main aims of supervision and note them below.

	


Your line manager will start the process of identifying your learning and development needs. Working together, you should agree your learning and development needs for the next six months. Find out about learning and development opportunities. 

	What is the date of your first performance review (Appraisal/SAWS)?
	     


Discuss the relevant areas with your manager and date when this has been covered.













          Date
	Your job

	Your job profile and what the job entails in detail
	

	GSCC Code of Practice for Employees
	

	Adult Services – Staff Code of Conduct 
	

	Your development

	The Bradford Performance Appraisal Framework  is SAWS 
	

	Bradford Behaviours
	

	Our expectations of your performance and performance reviews 
	

	Workforce Development Web pages
	

	Adult Services Workforce Development Plan 
	

	Investors in People 
	

	Your manager

	What you can expect from your manager – GSCC Code of Practice 
	

	Who you report to when your line manager is unavailable – please clarify this
	

	Working arrangements

	The duty system and your role (if applicable)
	

	How your rota is worked out (if applicable)
	

	Hours of work and how to record time worked
	

	Working outside normal working hours
	

	Local arrangements about annual leave, TOIL (time off in lieu) and flexitime 
	

	Have you been shown how to use the online Flexi Calculator?
	

	Break times (if applicable)
	

	Your Salary - salary ranges (including increments, progression and overtime)
	

	When you will be paid
	

	The Local Government Pension Scheme – Payroll and pension Liaison Service Tel: 432962
	

	Employee benefits - Bradnet
	

	Smoking Policy
	

	Your union representative (and how to join a union, if you wish) Tel: 436963
	

	
	

	Sickness Absence

	The policy on Managing attendance at work  including Reporting Sickness Absence, certification, trigger points and return to work interviews.
	

	Employee well-being at work web pages   &  Employee Information Leaflet 
	

	Expenses

	Reclaiming expenses if applicable - Car  
	


Looking After Yourself and Others
The Employee Advisory & Mediation Service is dedicated specifically to help employees who are experiencing problems at work such as bullying and harassment. We offer early informal assistance to employees before problems escalate into major issues for all concerned. 

This is a free service open to all council employees.

This service provided is completely confidential.  For more information contact The Mediation Service – 6th Floor City Exchange 01274 431141
The Council is committed to implementing its Stress Policy for all employees in order to enable individuals to cope successfully with the demands and pressures in their lives, whatever the cause.  Stress management Information can be found on the Wellbeing Intranet Pages.  Workforce development also have available a range of resources to support stress management.
Health and Safety at work is a number one priority for all employees and managers. Managers and employees have a responsibility to maintain safe working practice in order to prevent accidents and incidents at work that could be avoided.
Talk to your line manager about the following:
	Health and Safety Information – See Intranet
	

	Procedures for home visits and reporting in when away from the office
	

	Accident reporting guidance 
	

	Reporting violent incidents and accidents: incident report form 
	

	Risk Assessment - carry out personal risk assessment 
	


Check out the Health and Safety intranet site for more information
Complete the following questions in consultation with your line manager or a colleague:

	ACCIDENT REPORTING AND LONE WORKING

	If you have and accident or incident what do you do? (Explain the procedure for reporting accidents/incidents when away from the office)
	

	What are the personal safety arrangements for your working activities (e.g. home visits)? Check out the Policy on Lone Working

	


	FIRST AID

	Name(s) of the first aider(s) at your worksite
	

	Name of the appointed person responsible for first aid equipment
	

	What is the location of the first aid box?
	


	DISPLAY SCREEN EQUIPMENT

	Are you aware that your workstation should be regularly assessed to ensure that it meets the safety requirements?  
Has this been arranged?  Yes/No  
	If so what date




	You must complete the online training and risk assessment 
	Completed  Date      


	TRAINING AND SUPPORT

	Do you feel you have been provided with all the necessary information to enable you to work safely?
	Yes /  No 

If no please explain      



	Are you booked on the Health and Safety awareness course?  E-Learning course available

	Date attended 

	What other training do you need? 

 
	Please specify 


	Has this been identified with your manager – yes/no

	


IT and the Workplace
If you will be using a PC as part of your roll, your line manager will have arranged for network access and a USER ID and PASSWORD. A PC, if you require one, may have been set up already. You will be provided with access to all the systems you need to do your job and your line manager will talk to you about your training requirements.   
Refer to the council Policy on the use of email and internet 

Employee’s Self Service (ESS) is part of the council wide electronic system for managing payroll, HR and finance – known as SAP.  You will be required to request leave and expenses on this system.  
Payslips can also be viewed and printed.  If you are a Homecare Assistant this will be done with your Homecare Senior.
	ESS - A brief training guide is available on the intranet through the My Learning Website 
 
	

	Log onto Bradnet -  Employee Self Service (ESS)  - Intranet  - so only accessible from a work PC

	


There are lots of IT training opportunities available through Workforce Development. 

Swift is the system we use to record details of our clients and the case work that goes on around them.

Swift is a comprehensive Social Care Database that records all the structured information[1] about our clients, such as name and address, details of the services being provided and about the teams or people providing that service. 

1] Structured information is that which can be analysed and reported on (e.g. Date of Birth, Ethnicity)

Please speak to your line manager to confirm if you require Swift training. 
Record date of attendance (If applicable to you)
	Through the network:
	Attended 

	Outlook Email 
	

	Using Outlook 
	

	ESS/MSS
	

	SAP 
	

	Email Etiquette 
	

	Managing your Outlook Mailbox
	

	IT – Good Practice Policy 
	

	SWIFT 
	

	Data Protection and Information Security – web pages
	

	Identify Additional software/systems that you may require access to and arrange this with your line manager

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


If you require any advice about IT training please contact:

Workforce Development @ St Peter’s House on  434503

Email: workforce.developmentwrh@bradford.gov.uk 
Useful IT Contacts:
Care Records Support Team – 01274 432434
SAP Support – Via IT Helpdesk 1234 
IT helpdesk – Dial 1234 from your work phone - Advice about all IT systems or if you are having problems with your PC or printer.
Workforce Development Manager (Technology /eLearning) 43 7457

Thinking about Equality & Diversity

The authority has an Equal Rights Policy Statement and as such is committed to developing an organisational culture which is supportive to everyone, and where members of the community and employees are treated with dignity and respect in an equitable and fair manner.  The Equal Rights Statement should be displayed in each workplace.
The Council is committed to promoting diversity and respecting difference. Visit the council webpages to find out more    or contact

Equalities Service
7th Floor, Jacob's Well
Bradford, BD1 5RW
Telephone: 01274 43 4667













Date
	Have you been booked on Diversity Training? 
	

	Familiarise yourself with how would you arrange for an interpreter if you were working with someone who does not speak English
	

	Find out how would you arrange for a signer if you were working with someone who is hearing impaired 
	

	A guide to ethnic and faith organisations in the area – equalities unit
	


Support Services

If applicable, arrange to spend time with the relevant staff to find out about. 














Date
	Petty cash and cash handling
	

	Invoice and purchase order processing – you will need to be booked on SAP training
	

	Corporate Disability Employee Focus Group
	

	Black Workers Support Group:  Chair  Rashid Karolia 
	

	Lesbian, Gay and Bisexual Focus Group:  Contact Paul Hunt  43 1560
	


You will need to become familiar with the finance codes you may have to use for making payments. There may be several codes that you will use over time.  However, there will be one particular purchasing code you will use most of all. 

Speak to you line Manager about this 



Completed Date …………
Essential guidelines you may need to be aware of
There are guidelines, policies, and strategies that you may need to be familiar. Discuss with your line manager which of the following you need to know about. 
Date when you have covered the areas applicable to you.











        Date
	Adult Social Care                                                                                                         

	Adult Protection Policy & Procedures  on Bradford Council Website
	

	GSCC Code of Practice -  General Social Care Council website
	

	Casework Management (such as allocations and closures) (If applicable)
	

	Eligibility Criteria for Services 
	

	Charging Policy
	

	Communications Policy – See Service Co-ordination and Communication Team 
	

	Corporate 

	Complaints Procedures – Complaints and Compliments Unit
	

	Whistle Blowing Policy 
	

	Bullying and Harassment/Grievance – See Complaints Policy
	

	Data Protection/Confidentiality Responsibilities 
	

	Disciplinary Procedure
	

	A helpful link is to HR – A-Z by subject index 
	














Date
	Partnership Working

	Community Strategy – The Big Plan
	

	Local Area Agreement 
	

	Community Safety Strategy 2005-2008 (and other key community safety documents)
	

	Service Improvement Framework (SIF)
	

	Business Planning, Performance Management and Service Improvement:

	Comprehensive Area Assessment
	

	Performance indicators for your service – See the SIF 
	

	Performance Management Intranet pages
	


The Wider Picture

Look at the structure chart of the Council and have a look at how Bradford Council works 

The End

Of course, this isn’t the end at all. 
Induction is a continuous process; we are all learning all the time and things are always changing. We hope that by completing this workbook you will have begun to gain a clearer picture of our Service and also the wider Council. 
Supervision with your Manager is designed to check your progress and plan your development and we hope that through this you will feel valued and supported in your role. 

Has supervision been arranged?  If not please make sure that this happens.

Sign to say complete

Employee……………………………………………

Manager ……………………………………………

Please email us at workforce.developmentwrh@bradford.gov.uk with any comments and suggestions about this checklist.  We want to know if you have found it useful, and ways in which it can be improved. 
�
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