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Name of Employee:


Job Role and Team:


Place of Work:



Start Date:


1. Overview.
First of all, welcome to Lancashire and congratulations on securing a position within Children's Social Care.
The following induction booklet with provide you with the basic information you will need in respect of LCC standards, policies, procedures, mandatory training, expectations of you within your role and some useful tools and guidance to assist you and support you along the way. 

Each function within Children's Social Care will have further induction tools to support you, which will be provided by your Team Manager.

2. Lancashire Vision and Values.
Our vision and values set us apart from other organisations, define who we are and shape how we are perceived by others. We all play a part in making sure that the vision and values are at the heart of everything we do.

"Here at Lancashire County Council we are helping you to make Lancashire the best place to live, work, visit and prosper."

· Supportive - We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.
· Innovative - We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.
· Respectful - We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.
· Collaborative - We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone. 

3. LCC: Standards, Procedures & Guidance.
As an employee to Lancashire County Council, you need to be aware of the standards of practice, relevant polices and additional guidance that will support and inform your practice when working with the children and families of Lancashire. Please access the links below to familiarise yourself with these:

· Practice Standards
· Children's Social Care Procedures Manual 

· Children's Safeguarding Assurance Partnership (CSAP)  Policy and Procedures for Safeguarding Children Manual
· Lancashire County Council policy, guidance and forms (Tri X Local Resources page)

· DfE guidance and regulations 

· Lancashire Safeguarding Children Board
· Children's Homes Procedures Manual
· Practice Statement 
· Weekly Briefings  http://intranet.ad.lancscc.net/site/childrens-services/weekly-brief/
Language

In Lancashire we are trying hard to ensure that we use appropriate language that is strength based and reflects the views of the families we work with. Please access the links below to familiarise yourself with some useful resources.

· TACT – Language that Cares – This is a dictionary of 'professional jargon' that has been made in consultation with care experienced children. The jargon has been replaced with terms those children involved prefer

.

· Beacon House –'What we say comic' – This resource encourages professionals to consider trauma informed language to replace 'to create compassion instead of blame'.

· VOYPIC Website – 'Voices of Young People in Care' – This is based in Northern Ireland but a lot of their work is around language.
Videos:

· This poem 'I lac nothing' – This is a good starting point for professionals to consider the impact of careless language.

· This video –This video emphasises the importance of remembering that the record should be suitable for the child to read in the future, and also why context matters.
4. IT and Equipment.
IT Systems used:

	Documentum  (also known as SCRM) 
	Electronic system for scanning and uploading documents to a child's file 



	ContrOcc 
	Financial system attached to Liquidlogic 



	Liquidlogic Children's (LCS)


	Electronic case management system for Children



	Early Help Module (EHM)
	Electronic case management system for Early Help

	ISSIS (Read only)


	Previous electronic case management system for Children and Adults used to check history pre Liquid Logic




You will be provided with a Lancashire Laptop and equipment. This laptop will enable you to only access the Lancashire system (your direct employer should provide you with equipment to input into their own recording system). Your team manager will advise of when and where you will pick up your Lancashire equipment. 

Your team manager will ensure that you have an IT account set up and will take you through the process for getting your ID badge. This should be done in the first week of employment. 

You will then be required to complete LCS Training before a log in, for the LCS can be issued and an account created. The training programme for Liquidlogic consists of e-learning and classroom-based courses.
The on-line training is a pre-requisite to the classroom training programme and staff will need to have completed the identified modules and passed a competency test before they attend any of the classroom sessions.

Staff will receive an email advising them of details of how to access and log on to the on-line learning portal.

The amount of time required to complete the on-line learning will vary from person to person but should not take more than seven hours. Managers will need to grant protected time for staff to undertake this learning.

To ensure that staff get the best from the on-line modules and classroom sessions it is recommended that they complete the on-line learning two weeks prior to attendance on their first classroom-based session.

The on-line learning is a combination of tutorials, demonstrations, practices and quizzes. Audio will be available with the on-line learning if the sound cards on the PCs and laptops have been enabled. Earphones are being purchased but if they are not available when staff commence their on-line learning, earphones from smart phones can be used and/or the text available on screen throughout the modules.

Staff will need to be given adequate time to complete the on-line modules and it is recommended that if possible, users undertake this learning away from their desks.

Please note that the e-learning is on the internet and not on the intranet, so can be accessed on home computers.

It is important that staff complete the on-line evaluation included in the modules. If they do not, they will not be registered as having completed the course and a certificate will not be issued.

Recording
As an employee of Children's Social Care, you will primarily record on LCS. You have a duty to ensure that any children/families you are working with have up to date LCS profiles including - name, address, NHS number, contact number, relationships, case status, involvements and key agencies. You must also ensure that any children you are working with have an up to date chronology, reflecting their lived experiences and an up to date case summary (found on the case note page).
Any visits, direct work, interactions, meetings must be reflected within the child's LCS profile and recorded in a timely manner. 

There are various different policies, guidelines and tools available to assist you with recording, within your induction please read the following –

· Recording – Policy and Guidelines.
· Case Summary Guidance and Top Tips.
· Recording meetings on LCS.
Depending on the function you are working within, you may record within some documents that you wouldn't necessarily record in if you worked within a different function. 

For example, if you are employed within the Leaving Care service or Children in Our Care, you will highly likely complete a "Pathway Plan" for a young person. However, it is unlikely you would complete this document if you were employed within Duty and Assessment. Therefore, your Team Manager would be able to provide more guidance and assistance in respect of specific areas of recording within your function.
If you are employed within Family Safeguarding, you will record directly within the 'workbook' on the LCS System. You will hear about this more on the mandatory training you will need to complete if you are employed within this function. The intention of the workbook is to give workers more freedom and flexibility in their recording of case-related information on LCS, thereby freeing them up to spend more time with children/young people and their families.
Further guidance is available in the following documents which are accessible via the intranet:

Workbook Guidance, Family Programme Guidance, Guide – Where do I record what? The family safeguarding workbook (lancscc.net)

5. Health and Safety and Buildings.
Your manager will spend time with you going through the health and safety of your building.  They will explain specific parking arrangements.

Please ensure that you note down all contact numbers for the building & duty numbers.

Covid-19 Home Working
The current guidance from Lancashire County Council is that if you can work from home, you should be supported to do so.

However, within Children's Social Care, sometimes this can be difficult as remote working is often needed. Depending on the area of Lancashire you work, there will be different restrictions in terms of what office bases are open and when you are able to access these offices. During your induction period, your Team Manager will provide you with this information specific to your function and the area of Lancashire you are working within.
You will still work from home where possible, and there is a breadth of information available on the internet to support you with this. Including additional equipment and wellbeing –

· Remote working.
Furthermore, as part of your induction, as you will still be working from home, you will be asked to complete a working from home risk assessment, this can be found here–

· Home working risk assessment. 
Health & Safety Information
Link to Health, Safety and Wellbeing Team: 

http://lccintranet2/corporate/web/view.asp?siteid=3726&pageid=18222&e=e
Fire Evacuation Procedure/First Aid contact details 

New staff members need to familiarise their self with the emergency procedures for the buildings they work in but particularly the main fire evacuation points and their routes to exit. Your priority is to safely exit the building and assemble at your designated point.   

Please familiarise yourself with first aid trained staff.  Information will be available in the reception and break out areas throughout County Hall and the local offices. 

DSE Assessment

Please complete a DSE self-assessment and provide a copy to your manager.

http://lccintranet2/corporate/web/view.asp?siteid=3726&pageid=13613&e=e
Code of Conduct 
Here is the link to the Code of Conduct for Employees of LCC. 

http://intranet.ad.lancscc.net/how-do-i/council-and-democracy/code-of-conduct-for-employees/

Internet, Email and Telephone Acceptable Use Policy

Please read the Internet, Email and Telephone Acceptable Use Policy via the link below.  

Policy 1 Internet, Email, Telephone and Teams Acceptable Use Policy 2021 (lancscc.net)
Internet, Email and Telephone Acceptable Use Policy, I have read and fully understand my responsibilities: 
Signed Employee……………………………………Date……………………….

Signed Manager……………………………………..Date………………………..

6. Training and Development.

Induction and classroom and E-Learning (to be completed within induction period)

The link for e-learning is http://intranet.ad.lancscc.net/learning-training/e-learning/?tag=children+services
	Training
	Date completed
	Signed

	Online – Corporate Induction 

http://intranet.ad.lancscc.net/learning-training/e-learning/corporate-induction/

	
	

	Online – Information Governance 

https://lancashire.melearning.university/course_centre

	
	

	Online – Driving at Work 

http://intranet.ad.lancscc.net/learning-training/e-learning/driving-at-work/

	
	

	Hard copy – Health and Safety at work -
- Print versions eLearning (lancashire.gov.uk)

	
	

	Online – Community Safety

Community safety (lancscc.net)

	
	

	Online - Level 1 Safeguarding and Child Protection

http://intranet.ad.lancscc.net/learning-training/e-learning/safeguarding-children-and-young-people-level-1/

	
	

	Online – Child Sexual Exploitation (CSE)

http://intranet.ad.lancscc.net/learning-training/e-learning/child-sexual-exploitation-ls92/

	
	

	Online – Female Genital Mutilation

http://intranet.ad.lancscc.net/learning-training/e-learning/female-genital-mutilation/

	
	

	Online – Private fostering e-learning http://intranet.ad.lancscc.net/learning-training/e-learning/private-fostering-e-learning/

	
	

	Online – Equality and cohesion (introduction)  – 

http://intranet.ad.lancscc.net/learning-training/e-learning/equality-and-cohesion-introduction/

	
	

	Online – Prevent 

http://intranet.ad.lancscc.net/how-do-i/learning-training/prevent-duty-e-learning/ 


	
	

	Online - ACE (Adverse Childhood Experiences)

http://intranet.ad.lancscc.net/learning-training/e-learning/adverse-childhood-experiences/

	
	

	Online - Equality and Cohesion (Introduction)

http://intranet.ad.lancscc.net/learning-training/e-learning/equality-and-cohesion-introduction/

	
	


Mandatory face-to-face training for all Children's Social Care Staff


The following training can be booked on the Learning and Development pages on the intranet - Learning and Development (lancscc.net). Your Team Managers will also send you emails of additional training as this becomes available. You can also view the training plan in terms of what is available and the recommended timescales for this training here: Children's services social care training plans (lancscc.net). This also provides details of mandatory training, and non-mandatory training for each function as well as the links to book on this training.
	Training
	Date Completed 
	Signed

	Assessment and Analysis (2 days)
	
	

	Court skills and effective court report writing
	
	

	Advanced Child Development (2 days) 


	
	

	Promoting Education for CLA in Lancashire (FKA PEPs and Pupil Premium Grants)
	
	

	Neglect – Recognise and Overcome Childhood Neglect


	
	


The following training is specific to the Family Safeguarding Teams and if you are employed within this function it is mandatory. However, within your function you may also be required to complete some of the below training. Your Team Manager will advise you of what you need to complete. Courses will be emailed to you directly for you to apply, alternatively email Learning and Development admin team for more information: landdadminteam@lancashire.gov.uk
	Training
	Date Completed 
	Signed

	Motivational Interviewing Training – 2 day course and 3 x ½ day development sessions


	
	

	Thresholds, Duties and Family Rights


	
	

	IT Workbook and Recording 


	
	

	Family Programme and Case Supervision


	
	

	Hertfordshire Adult Specialist Worker: Role specific


	
	


You will receive an electronic certificate upon completion of each e-learning or classroom-based course. Please provide a copy to your line manager to add to your supervision file.
7. Probation Period (For new starters within Lancashire County Council).
All new entrants to Lancashire County Council (not including teachers) are subject to a probation period of 6 months - temporary appointments of less than 6 months, are subject to a probation period for the duration of the temporary contract.

At commencement of employment meet with employee to discuss probation arrangements and criteria used for assessment. 

	Date
	Time
	Venue
	Event

	
	
	
	Probation review meeting – month 2


	
	
	
	Probation review meeting – month 4


	
	
	
	Probation review meeting – month 6




8. Induction Checklist.
The following induction checklist must be started on your first day of employment.
	*Actions to be completed on first day/shift

# Statutory requirements
	Date

completed
	Manager

initials
	Employee

Initials

	#*
	Tour of the building/office: 
	
	
	

	
	Kitchen; toilets; canteen; printers; mail baskets; stationery; water coolers; bins; confidential waste etc. (COVI-19 Dependent)
	
	
	

	*
	Introductions to team:
	
	
	

	
	EDT management; EDT social workers, EDT support staff; first aider; fire warden; TU rep; person responsible for workplace inspections and risk assessments etc. 
	
	
	

	*
	Overview of role/team: 
	
	
	

	
	Explain Directorate structure & where the team fits in 
	
	
	

	
	Explain management structure, present structure chart
	
	
	

	
	Provide information on the work of Directorate, group/unit
	
	
	

	
	Working hours; breaks; cover during lunchtimes etc.
	
	
	

	
	Rotas 
	
	
	

	
	Employee's role/duties/key objectives
	
	
	

	
	Supervision
	
	
	

	
	Training required
	
	
	

	
	Confidentiality
	
	
	

	*
	ICT: 
	
	
	

	
	Acceptable Use Policy and Computer Security Policy forms signed by employee and sent to ICT by manager (if not already completed) 
	
	
	

	
	Set up access to Printers
	
	
	

	
	Introduction to the Intranet – latest news, team talk
	
	
	

	
	Introduction to any relevant/job specific ICT packages e.g. ISSIS
	
	
	

	
	Instruction on the use of any equipment, telephone, fax, email etc.
	
	
	

	
	Procedures:
	
	
	

	#*
	Fire - exits; extinguishers; meeting points; alarm tests, location & sound; evacuation, visual warnings, calling fire brigade, re-entry into building.
	
	
	

	*
	Bomb – suspicious packages, alarm sound, evacuation
	
	
	


	
	
	Date

completed
	Manager

initials
	Employee

Initials

	*
	Security – codes, visitors on site
	
	
	

	
	Telephone – procedures and manner
	
	
	

	
	Car parking 
	
	
	

	
	Incident/Accident reporting
	
	
	

	
	Home working arrangements  
	
	
	

	
	First aider arrangements – including procedure for calling an ambulance 
	
	
	

	
	Flexi time/TOIL arrangements - if applicable
	
	
	

	
	Communication within the team
	
	
	

	*
	Policies:
	
	
	

	
	Code of Conduct and Statement of Ethical Standards – declaration form to be signed by new starter and sent to the Recruitment Team - http://lccintranet2/corporate/web/?siteid=2859&pageid=5795&e=e 
	
	
	

	
	Private calls, mobile phone use
	
	
	

	
	Storage and use of confidential information
	
	
	

	
	Absence policy, reporting procedures.
	
	
	

	
	Smoke-free policy
	
	
	

	
	Dress code
	
	
	

	
	Miscellaneous: 
	
	
	

	*
	Arrange ID pass
	
	
	

	*#
	Commence mandatory courses online including E-induction, Information Governance and Health and Safety training (if there are access problems - please discuss with you line manager).
	
	
	

	#
	Ensure local health and safety induction is completed (e.g. DSE assessment)
	
	
	

	
	Ensure employee is aware of other personnel code policies e.g. flexible working, whistleblowing, equalities
	
	
	

	
	Arrange attendance at relevant meetings to gain background knowledge
	
	
	

	
	Contact information in emergency – home phone no. etc.
	
	
	

	
	Ensure new employee receives details on Team Briefs
	
	
	

	
	Check progress regarding all mandatory e courses
	
	
	


9. Additional useful resources.
Below are further resources and tools that you may find useful within your role. If you feel that something is missing, or you are unsure about something, please don't hesitate to speak to a member of your team or your Team Manager.

· Map of Lancashire.
· Adding a photograph to your email profile.
· Cycle of Change for Parents.
· Cycle of Change for Children.
· Working Well with Children and Families in Lancashire (CON 2021).
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NB: New user accounts have to be logged by the manager of the new user. The manager should log a new issue on the � HYPERLINK "https://core-systems-management.ad.lancscc.net/projects/liquidlogic-children" �core business systems support tool�.


E-learning accounts can be requested by the manager of the new user by emailing � HYPERLINK "mailto:skillslanddliquidlogic@lancashire.gov.uk" �skillslanddliquidlogic@lancashire.gov.uk�.





NB: For further information regarding recording on the system of your employing agency, please discuss with your Team Leader.





Managers to note that the Code of Conduct and Statement of Ethical Standards – Employee Declaration Form requires the employee to sign and this must be sent to: � HYPERLINK "mailto:Recruitment@lancashire.gov.uk" �Recruitment@lancashire.gov.uk� 








�Do people know about this document?


�This was added in by Bernie on the original induction document


�Do we need to add EHM


�Is there a difference between essential and mandatory?





Can we add a link for where to find non essential and mandatory training


�Sorry, I utilised the wording from the training plan. I have also added a further sentence explaining that this link lists all mandatory and non-mandatory for each function as well as the links for the training.





