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An introduction, for new staff, to
 Gateshead Youth Offending Team
INDUCTION PACK
Vision and Principles for YOT Induction
Effective induction is central to good human resources practice and is the foundation of continuing professional development. It applies to staff who are newly recruited, to those who have been promoted, or to those whose existing role is changing. It applies to people working in full-time, part-time, sessional and volunteer roles. It applies to those who work with children and young people as the main part of their job, and those who come into contact with children and young people for some of the time.

Vision for induction
Everyone who has an impact on the lives of children, young people and families through their work, whether paid or unpaid, should participate in a timely, agreed, and planned induction programme.

Effective induction is the foundation of continuing professional development. It ensures that workers and volunteers in all settings, at all stages of their careers, have the knowledge, skills and understanding that are essential to improving outcomes for children, young people and their families.

Induction
Broadly, induction activities are of two types:

1. Workplace induction – a planned programme of activities to prepare and orient people who are new in post to their workplace. Workplace induction applies to all people starting a new role, whether as the result of an appointment, promotion, change in deployment or volunteering opportunity.

2. Introductory professional development – activities that support the development of essential knowledge and skills. Introductory professional development builds on workplace induction for new starters. It may also apply to existing workers, who need to develop essential knowledge and skills in relation to working with children, young people and their families, for example, as the result of a change of role.
Responsibilities and benefits

1. Managers and employers

Service leaders, managers and employers have a responsibility to provide a planned, agreed and consistent induction programme for all workers.

This includes:
· providing the opportunity for all workers to develop the knowledge, skills and understanding that are essential to their jobs, including the Common Core
· ensuring workers understand how their role contributes to the organisation’s priorities and to improved outcomes for children, young people and families
· valuing people and helping them develop to their full potential
· meeting statutory requirements where required
· defining clear lines of accountability for all workers
· creating a safe working environment where people are clear about their role
· benchmarking provision against national good practice
· demonstrating a commitment to equality and diversity
· promoting and championing the importance of effective induction

1 In line with the principles of the Children’s Workforce Network
In providing effective induction, service leaders, managers and employers will:

· have confidence that services are contributing to better outcomes for children, young people and families
· develop workers who are motivated, confident and capable; understand the contribution they make and are committed to their own development
· prepare their people to work in a multi-agency setting
· increase their capacity to manage change
· achieve value for time and money invested
· develop better working relationships within their organisation and with other agencies
· have opportunities to build and strengthen partnerships with other agencies, including through the delivery of induction
· have the opportunity to develop experienced workers by involving them in coaching and mentoring arrangements for inductees
· provide the basis for a culture of lifelong learning in their organisation
2. 
All workers
All workers have a responsibility to undertake and complete a planned and agreed induction as part of their role. This includes:

· developing the knowledge, skills and understanding that are essential to their role. 

· striving to work to the best of their ability
· seeing their induction as part of their professional development
· understanding how their role relates to other roles within the children and young people’s workforce
· understanding how their role contributes to the priorities of their organisation, and how they are making a difference to outcomes for children, young people and families. 
Their induction will help to ensure they:
· become effective in their role more quickly
· have greater confidence
· feel valued by their employers
· enjoy their work
· have the interests of children, young people and families at the centre of their work
Key attributes
Children and young people value practitioners who enjoy working with them, who treat them with respect and who are good at communicating with them.

Children’s practitioners place the interests of children and young people at the heart of their work. They share responsibility for a range of outcomes. They are committed to ensuring all children and young people have the chance to: be healthy, stay safe, enjoy and achieve, make a positive contribution, and experience economic well-being. They recognise children’s fundamental right to be safe, in order to reach other goals.
Practitioners concern themselves with the whole child, whatever their specialism. Although their own involvement with specific children may be short-term, children’s practitioners work to develop the potential and capacities of children and young people for the longer term.
Children’s practitioners are committed to equality of opportunity for all children and young people, and actively combat discrimination and its effects through their work. They respond positively and creatively to diversity among children and young people, families, and colleagues.
Children’s practitioners pursue positive outcomes for children and young people whose circumstances place them at risk of exclusion or under-achievement.

Practitioners recognise that respect, patience, honesty, reliability, resilience, trustworthiness and integrity are valued by children and young people, families and colleagues. By demonstrating these qualities in their work they help to nurture them in others.

Work with children and young people, parents, carers and families 
Children’s practitioners recognise and uphold children’s rights. They involve children and young people in decisions that affect them and take account of their views and preferences taking account of their capacities. They recognise that childhood and early adulthood are times of change, and that they need to respond to changes in children’s views, capabilities and circumstances.

Practitioners recognise the fundamental role played by parents in their children’s well-being and development, and strive to work in partnership with them.

Practitioners are committed to engaging children, young people and families fully in identifying goals, assessing options, making decisions and reviewing outcomes. They support children’s and families’ involvement in issues that matter to them, including through involvement in the development and evaluation of children’s services. 

Children’s practitioners appreciate that their work will present dilemmas to be resolved, particularly between sharing information and maintaining confidentiality. They understand that their duty to safeguard children and young people comes first, but otherwise respect the right of children, young people and families to confidentiality, and are always clear about information they are obliged to share. 
Integrated work with a range of colleagues
Children’s practitioners value the contribution that a range of colleagues make to children and young people’s lives, and they form effective relationships across the children’s workforce. Their integrated practice is based on a willingness to bring their own expertise to bear on the pursuit of shared goals, and a respect for the expertise of others. 

Practitioners recognise that children, young people, families, and colleagues, value transparency and reliability, and strive to make sure that processes, roles, goals and resources are clear.

Practitioners involved in integrated work recognise the need to be clear about lines of communication, management and accountability as these may be more complex than in their specialist setting.

They uphold the standards, and values of their own professions in their inter-professional work. They understand that sharing responsibility for children’s outcomes does not mean acting beyond their competence or responsibilities. 

They are committed to taking action if safety or standards are compromised, whether that means alerting their own manager/employer or another appropriate authority.
Children’s practitioners understand that the knowledge, understanding and skills of integrated work may differ from those in their own specialism. 
They are committed to reflecting on and improving their inter-professional practice, and to engaging with relevant research and other evidence.
Work with children and young people is stimulating and rewarding. It can also be emotionally demanding, and children’s practitioners are sensitive to and supportive of each others’ well being. 
Introduction to Gateshead Council

Our Vision 2030

Our vision describes what we want things to be like.  It is contained in Vision 2030 (the Council’s overall strategic vision) and states:
“Local people realising their full potential, enjoying the best quality of life in a healthy, equal, safe, prosperous and sustainable Gateshead”
More information on Vision 2030 can be found on the intranet. 
Our Values
How we work is as important as what we set out to do. For us to be effective it’s not just about what we do, but how we do it. Our values are a set of deeply held principles which define how we work as a Council and help to inform important decisions and choices.
INTEGRITY 
We will always work with integrity – demonstrating fairness and respect every day and in every way. 

INCLUSIVE 
We will be inclusive – ONE COUNCIL working together and engaging people to get better results and ensure equality of opportunity 

INSPIRATIONAL 
We will be inspirational – thinking creatively, being dynamic and motivating and empowering everyone to do the things that make a real difference for the people of Gateshead.
Living our values - our behaviours 
Our values are evident in everything we do and will be demonstrated by every one of our councillors and workforce. Our behaviours will be evident in how we approach our work, how we treat others and how we expect to be treated, as well as how we work together.
· We will always be positive, helpful and supportive in our approach 

· We will be professional and lead by example 
· We will work as a team and take personal responsibility for our actions 

· We will learn from our mistakes and celebrate our successes 

· We will embrace and promote equality 
· We will be flexible and adaptable to change
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Youth Justice Overview
Background

The YJB is an executive non-departmental public body, appointed by the Secretary of State for Justice. The YJB oversees the youth justice system in England and Wales, and works to prevent offending and re-offending by children and young people under the age of 18. It works to make sure that custody is safe, secure and focused on offending behaviour and its causes.
Gateshead Youth Offending Team (YOT) is a multi-disciplinary team that includes social workers, a police officer, a probation officer, an education officer, a Connexions practitioner, and community panel members.  The YOT also has partnership arrangements with the Children, Young People’s Service, Platform Gateshead and Barnardos.  The team works with statutory and prevention cases and also works with families through the Families Gateshead programme.  
The principle aim of the youth justice system the prevention of offending and reoffending by children and young people. In Gateshead, the youth crime education programme (YCEP) addresses this aim, working with young people aged 8 – 17 years who, whilst not having been convicted of an offence, are at risk of antisocial behaviour and/or offending. Whilst delivering various forms of offending behaviour work, the programme also engages children and young people in activities to help build their confidence, self-esteem and social skills. When undertaken successfully, this work has a positive impact upon the families of these children and young people, potential victims of negative behaviours and the communities in which they live. 

All cases referred into YCEP will be assessed for inclusion in Families Gateshead, which is a council-wide programme that supports families who meet at least two of the following criteria; parents and children involved in crime or ASB, children who do not attend school regularly, children who need help, adults out of work or at risk of financial exclusion and young people at risk of worklessness, families affected by domestic violence/abuse and parents and children with a range of health problems. Where the criteria are met, the YCEP worker will assume the role of lead practitioner and assess the family through the Common Assessment Framework, producing a CAF support plan which is reviewed at regular team around the family meetings. This holistic family approach ensures that we are able to provide consistent long-term support to empower families to overcome those barriers which prevents them making meaningful progress. This often has a direct and positive effect upon the progress made by the young person working on YCEP.
We aim to integrate restorative justice processes across all YOT interventions and beyond to ensure that young people who offend are held to account, learn about the consequences of their actions, make reparation and as a result reduce their offending. Gateshead YOT aims to make victims centre-stage in our work, with their voices head and their rights and needs respected. 

For these reasons, Gateshead YOT is committed to maximising restorative justice services and to ensuring that there are consistently high standards of knowledge training, supervision and evaluation of these services. 

The Youth Justice Board has stated that it wants to ‘broaden, develop and extend the practise of restorative justice within the youth justice system’ (Developing Restorative Justice Action Plan, 2006). In line with this, the draft revised National Standards for Youth Justice Services includes an enhanced section on restorative justice processes across all YOT interventions to: 

· Ensure that young people and parents/carers known to the YOT take responsibility and make amends for criminal/anti-social behaviour

· Ensure the availability of a range of restorative justice processes to meet the varying needs of victims, ensuring that only specialist, trained and experienced staff undertake direct work with victims in line with the YOT victim policy, National Standards and Victims Code of Practise

· Develop processes to ensure that victim involvement, participation and satisfaction is maximised

· Develop processes to maximise direct reparation to victims of crime

· Provision of varied and appropriate indirect reparation activities which are meaningful and appropriate to the offence 

· Provision of suitable training in restorative justice theory and practise for all YOT staff 

This YOT induction pack together with the new staff induction checklist is designed to ensure that there is a tailored induction programme for those, like yourself, coming into the Service. Once completed, the induction programme should identify your strengths and those areas in need of further development. There is also provision for your feedback in relation to further needs and training.
Scope of the induction

The package takes a distinct approach, starting with a common core of activities relevant to all staff, followed by elements tailored to your individual role within the Service. It covers those key elements needed in Youth Offending Team roles and allows you to take an active part in ensuring you have the required skills and knowledge to undertake your role.
Children’s Workforce Network

Induction arrangements

The induction programme includes a diary of activities to be covered in your first two weeks of employment, followed by probationary meetings scheduled in the first six months of employment. The programme sets a date for your first appraisal and supervision meeting which is followed by monthly supervision.
In your first five working days you will be given a guided tour of the workplace where your appointed induction manager _______________________________ (name) will explain the layout, facilities, lunchtime arrangements, security and fire escape routes, and arrangements for people with a disability. You will be introduced to all employees and other team colleagues and issued an identification and security badge.

Your responsibilities

You will be expected to read and understand those policies and procedures that are relevant to you becoming and effective and efficient member of the Service. These will either be given to you in hard copy for inclusion in this file or you will be shown how to access the internet system where they can be found. 
Induction Manager’s Responsibilities 

Your Induction manager will explain:

· the context of the YOT within the wider local authority, the team and what other colleagues do and why

· information about the local authority, its aims, how it is run and judged for quality

· your job targets, and deadlines

· important information on standards, policies and practices including the staff charter, customer care charter, equal opportunities and health, safety and risk assessment procedures

· expectations for the use of telephone and email systems

· information about security

· dress code

· leave and cover arrangements

· quality assure your induction through the structured framework of probationary meetings and your first appraisal.
Once you have completed the induction process your induction manager will formally sign that you have completed the induction checklist, and satisfactorily completed the relevant activities. A copy of the affirmation of induction and acceptance of the terms and conditions of employment, signed by you will be retained by or on behalf of Gateshead Council.
Gateshead Council has specific expectations of you as an employee which includes;

· the expected code of conduct,
· disciplinary procedures,
· policies on capability at work,
· sickness absence and reporting procedures,
· fraud and corruption at work and
· whistle-blowing.
These are available on the Intranet.
Your development needs will be identified and the support required in order to achieve them. Your annual diary of meetings, including supervision, team meetings, performance and appraisal dates and visits planned to key offices and facilities used by the Service and wider service will all be discussed and agreed.
Using this Induction Resource
The checklist and induction pack are designed to be used and referred to by you. You are required to make direct contact with specific people and departments, relevant to your role, and where appropriate arrange meetings to obtain information relevant to your role. You should use this folder as a point of reference for discussions with your line manager.
Additional qualifications

Gateshead YOT recognise the need for continual improvement of standards and personal development. 

Once induction has been successfully completed you will need to consider what, if any, additional needs you have and discuss these in your supervision with your line manager.  Training is available internally, externally, within the Local Authority and online.   

Induction Programme
Your new place of work

Gateshead Youth Offending Team offices are located within the Civic Centre, Regent Street, Gateshead, NE8 1HH.

When you report for work your induction manager (or their nominated deputy) will meet you and ensure that you meet/see/learn about:
• Guided tour of the workplace

a) Your workplace explained

b) Toilets shown

c) Facilities for disabled people

d) Local lunchtime amenities

e) Tea/coffee facilities for the team

f) Fire escape routes shown
· Team colleagues introduced

· Security of the office and belongings explained
· Security pass for building issued

· Photo id arranged 

· Mobile phone issued if applicable
· PC log-on ID (if applicable)
· Instruction on how to use electronic diary system
Gateshead Council – Standards, Policies and Procedures can be accessed on the intranet and you should familiarise yourself with them in your first week of induction.
· Human Resource Policies

· Employee Assistance Scheme
· Race Equality 
· Health and Safety Policies
· Information Technology Policies

· A summary of all other policies & procedures 

Gateshead Council – Terms and Conditions of employment can be accessed on the intranet and you should familiarise yourself with them in your first week of induction.
• What the Council expects of you:

1. Code of conduct and disciplinary rules/Code of practice

2. Probation/Support and development code

3. Capability at work

4. Sickness and absence reporting

5. Stress at work

6. Fraud and corruption

7. Whistle-blowing

8. Use of e-mail and the internet

9. Data protection

10. Confidentiality – policy and practice

With your manager you will learn:

· About your team and your job

· Team/Service as part of the Directorate/Council explained

· Context of job in team explained

· Work of team colleagues explained

· Work of other teams explained

· Job targets and deadlines explained

Your manager or his or her nominated representative will explain

· Absence notifications and rules about doctor, dental, health visits

· Accident reporting

· Use of Council property

· Declaration of interest, gifts, gratuities and hospitality

If applicable, your manager or nominated representative will explain/issue
· Security codes

· Uniform/protective clothing

· Specific time keeping issues

· Leave cover arrangements

· Use of time sheets

· Dress Code 
YOT Induction Pack

Welcome to Gateshead Youth Offending Team. Some sections of this induction pack are relevant to all staff. However, some staff will receive an additional ‘tailored’ induction programme which will meet the needs of your position in the YOT.

1. Working for the Council 
	What the Council expects of you
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	1. Code of conduct and disciplinary rules / code of practice
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	2. Probation / Support and development


	
	
	
	

	3. Capability at work


	
	
	
	

	4. Sickness absence and reporting


	
	
	
	

	5. Stress at work


	
	
	
	

	6. Fraud and corruption


	
	
	
	

	7. Whistle-blowing


	
	
	
	

	8. Use of e-mail and internet


	
	
	
	

	9. Data Protection


	
	
	
	

	10. Confidentiality – policy and practice


	
	
	
	

	11. Aware of how to access policies on intranet
	
	
	
	





Managers Signature




Date Completed

2. With your line manager you will learn about your team and your job

	Information about the team and your job
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	1. Service structure, names and positions
	
	
	
	

	2. Probation / Support and development


	
	
	
	

	3. What do your colleagues do – (see induction timetable)
	
	
	
	

	4. National standards– job targets and deadlines
	
	
	
	

	5. Key elements of effective practice – what is it? How does it influence my work?
	
	
	
	

	6. Introduction to the Youth Justice interactive Learning Space and create an account 
	
	
	
	

	7. Performance reporting. What does this mean for me?
	
	
	
	





Managers Signature




Date Completed

3. Your manager or nominated representative will explain:
	What will be explained to you
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	1. How to make absence notifications and rules about doctor, dental, health visits
	
	
	
	

	2. Accident reporting


	
	
	
	

	3. Health and safety in the workplace e.g. personal alarms in interview rooms.
	
	
	
	

	4. Use of Council property e.g. mobile phones etc.
	
	
	
	

	5. Declaration of interest, gifts, gratuities and hospitality
	
	
	
	

	6. Security codes


	
	
	
	

	7. Leave and TOIL arrangements


	
	
	
	

	8. Child Protection procedures (CP Training, Level 2 is mandatory) 

	
	
	
	

	9. YOT policies and procedures


	
	
	
	

	10. Internet & e-mail policy
	
	
	
	

	11. Petty Cash Procedures 
	
	
	
	

	12. Mileage Claims
	
	
	
	

	13. Lone Working 
	
	
	
	















Managers Signature




Date Completed

4. You will need to meet the following people to understand their roles and how it fits in with what you do. They will tell you how to access their service
	People you need to meet
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	1. Service Manager 
	
	
	
	

	2. Team Managers

	
	
	
	

	3. Assistant Team Managers
	
	
	
	

	4. Platform Gateshead Worker (substance misuse)
	
	
	
	

	5. MSET Worker 
	
	
	
	

	6. Case Manager
	
	
	
	

	7. Emotional health Officer 

	
	
	
	

	
	
	
	
	

	8. Probation Officer 

	
	
	
	

	9. Advocate/support worker

	
	
	
	

	10. Management Information Team
	
	
	
	

	
	
	
	
	

	11. YOT Police

	
	
	
	

	12. YOT Education / Connexions Worker 

	
	
	
	

	13. Families Gateshead Officer


	
	
	
	

	
	
	
	
	

	14. Administration Team 
	
	
	
	

	15. Victim Liaison Officer 

	
	
	
	

	 
	
	
	
	


4. People you need to meet – continued

4. You will need to meet the following people to understand their roles and how it fits in with what you do. They will tell you how to access their service













Managers Signature




Date Completed

C
5. You may need to visit the following.  They will tell you how to access their service
	Places you need to visit
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	Custodial Establishments

	
	
	
	

	Youth Court
	
	
	
	

	Reparation Sites/Projects
	
	
	
	

	Crown Court 
	
	
	
	

	Police Station 
	
	
	
	

	Caution Surgery 
	
	
	
	

	Youth Offender Panel Meeting
Triage/Community Resolution Surgery
TAF Meeting
 
	
	
	
	

	
	
	
	
	















Managers Signature




Date Completed

6. The case management system 
	Areas of the case management system 
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	1. Agency Check – Carefirst and police 
	
	
	
	

	2. Inputting core info, inc characteristics

	
	
	
	

	3. Assetplus training
	
	
	
	

	4. Assetplus self-assessments
	
	
	
	

	5. Assetplus screening tools  
	
	
	
	

	6. Assetplus stages
	
	
	
	

	7. Assetplus modules
	
	
	
	

	8. Messages
	
	
	
	

	9. Process Box

	
	
	
	

	10. National Standard Contacts
	
	
	
	

	11. Case Diary
	
	
	
	

	12. Pre Sentence Reports
	
	
	
	

	13. Referral Order Reports
	
	
	
	

	14. Breach Reports
	
	
	
	

	15. Transfer of a Case

	
	
	
	

	16. Closing a Case and End Date 


	
	
	
	

	17. CAF / TAF
	
	
	
	

	18. Consent form & behaviour contract
	
	
	
	

	19. Z - Drive

	
	
	
	

	20. M - Drive  

	
	
	
	

	
	
	
	
	


6. You will need to understand how to use the M - Drive, Z - Drive and the case management system (Childview).  













Managers Signature




Date Completed

7. Understanding practice:
	Important parts of case management 
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	a) Youth Cautions/Triage / Community Remedy 
	
	
	
	

	b) Referral Orders

	
	
	
	

	c) YRO’s
	
	
	
	

	d) DTO’s 
	
	
	
	

	e) MAPPA  
	
	
	
	

	f) DYO/IOM
g) Cases of Concern
	
	
	
	

	h) Assessment – Assetplus
	
	
	
	

	i) Our Intervention Plans (Assetplus)
	
	
	
	

	j) Gatekeeping 
	
	
	
	

	k) Breach Procedures 
	
	
	
	

	l) Appropriate training to be applied for
Child Protection – Level 2 (on line version)


	
	
	
	

	m) Learning Styles 
	
	
	
	

	n) Self-assessments (Assetplus)
	
	
	
	

	o) Team meetings/Pod case review meetings
	
	
	
	

	p) Referral process
	
	
	
	

	q) Restorative Justice Principles 
	
	
	
	

	r) Scaled Approach
	
	
	
	






Managers Signature




Date Completed

8. Restorative Justice and Reparation:
	Important parts of case management 
	Seen (√)
	Date Seen

dd/mm/yyyy
	Initials
	N/A

(√)

	s) Read the Restorative Justice Councils National Occupational Standards 
	
	
	
	

	t) Completed the RJ section on the Youth Justice Interactive Learning Space 
	
	
	
	

	u) Read the Victims Code 
	
	
	
	

	v) Complete RJ training 
	
	
	
	

	w)  Restorative Justice Principles
	
	
	
	

	x) Awareness of procedures
	
	
	
	

	y) Risk Assessments (locations, and use of equipment) 
	
	
	
	

	z) RJ linked to reparation 
	
	
	
	

	aa) COSH

ab) Risk assessment training

ac) Tool box talks  
	
	
	
	






Getting On
1. Explained – The frameworks and tools:

	
	Done (√)
	Date Done
dd/mm/yyyy
	Initials

	· The service priorities, objectives, key performance indicators
	
	
	

	· Performance appraisal – A and D

	
	
	

	· Probation period/ support and development 
	
	
	


2. Organised – Meetings
	
	Done (√)
	Date Done

dd/mm/yyyy
	Initials

	· Supervision/One-to-One schedule for the year 
	
	
	

	· Team meetings/briefing schedule (s) for the year 
	
	
	

	· Performance appraisal dates (New: April/May Mid Year: Oct/Nov)
	
	
	

	· Visits 
	
	
	

	· Practitioner and Service Meetings for the year including CMIG dates and Team meetings

	
	
	


3. Discussed, assessed and organised – learning and development

	
	Done (√)
	Date Done

dd/mm/yyyy
	Initials

	· IT learning to use job related IT packages such as Outlook, Carefirst and Childview
	
	
	

	· Equipment demonstrations/training e.g. answering and transferring telephone calls, sending SMS texts, photocopier (including scanning and fax facility)
	
	
	

	· Council wide learning and development programme
	
	
	


Diary Dates




Affirmation of Induction Completion

Please fill in, detach, and return to your line manager
Employee and manager to retain a copy of completed sheet, employee to place copy in employee folder. 
EMPLOYEE

I have seen, understood and accept the terms and conditions of my employment with the local authority Council as contained within the Induction Checklist.

	Employee’s name (block capitals)


	
	




	

	Employee’s signature

 
	
	
	

	Service & Department

	
	
	


INDUCTING MANAGER

	

	
	




	

	
 
	
	
	

	

	
	
	


Induction Timetable

 Week 1 

(.. /.. /..  - ..  /.. /.. )


9
9.50
10.00
10.50
11.10
12.00
12.10
1.00
2.00
2.50
3.00
3.50
4.00
4.50

	Monday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	
	
	


Induction Timetable

 Week 2

(.. /.. /..  - ..  /.. /.. )


9
9.50
10.00
10.50
11.10
12.00
12.10
1.00
2.00
2.50
3.00
3.50
4.00
4.50

	Monday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	
	
	


.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





.. 





Your Comments:





Managers Comments:








.. 





.. 





.. 





Date:


Supervision Session:





Date:


Supervision Session:





Date:


Supervision Session:








Date:


Supervision Session:








					


				








					


				Date:








					


				





I can confirm that (employee’s name)








Has completed their employee checklist


					


				





Managers Name


					


				


							Date:





Manager’s signature





						


							Date:
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