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General
All new employees of Robinson Services Ltd will receive an appropriate Induction Programme delivered by Line Managers. This will also apply to current employees who have been promoted or transferred internally to new positions or sites across the spectrum of the business. Robinson Services recognises that all employees must be served with the necessary information and guidance to support them in new roles to maintain a positive working environment.

Responsibility

The Human Resource Director is overall responsible for the implementation of the Induction Programme and also the ongoing maintenance and administration of the procedure. The Training Officer is tasked to fully support, drive and record the process on behalf of the HR Dir.

Line Managers are responsible for the delivery of the Induction Programme to all staff members and for ensuring that the Training Officer is informed when these actions take place.

Stages of Induction

There are 2 distinct parts to the Induction Programme. This is necessary and will ensure that the requirements of the new employee are met in line with current policies.

Stage 1 – Robinson Services Company Induction (Generic Induction Form) – see appendix 1
	     This is to be completed prior to commencing working on site.

Stage 2 – Site Induction (Specific to site) – (Site Manual) – see appendix 2
	     This is to be completed within 14 days of the new employee taking post.
	( for Security Operatives this must be complete on Day 1 as per Assignment Instructions)

Note:	It is recognised that relief operators may be called from other sites to assist at an unfamiliar site on occasions. In this instance Line Managers must ensure that the 14 day rule for Stage 2 is adhered too. In addition, depending on role, there will be need for certain employees to conduct longer and more in depth induction processes.
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Induction Training

Induction Programme Stage 1

All new employees will conduct the Induction Programme Stage 1 prior to commencing work on site. This will be conducted by the Line Manager using the Robinson Services Ltd Company Induction Form. This is a generic form that will cover the following subjects: see appendix 1

· Introduction to Robinson Services Ltd
· Confirmation and description of role
· Staff Handbook 
· Confidentiality 
· Pay dates
· Absence reporting procedures 
· Discipline 
· Grievance 
· Customer care 

Induction Programme Stage 2

Once on site the Induction Programme Stage 2 will be conducted by the Line Manager. This is to be site specific and will cover all aspects that are particular to the location. The Site Manual is a key element of this procedure. A mentor should be assigned to the new employee. The Induction Programme Stage 2 will cover the following subjects:

· Site Manual
· Risk Assessments
· Emergency Procedures
· Site specification and layout
· Client communication log
· Equipment 
· Accident/ Incident flow chart
· Health and Safety Policies
· Staff signing in/ out book
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Summary

Line Managers must ensure that both Stage 1 and Stage 2 of the Induction Programme are completed efficiently and effectively. This will minimise risk to both the employee and the business.

All Induction Programme Stage 1 forms must be copied and sent to the Training Officer for recording and filing purposes and in turn be recorded on Cintra. The Training Officer is to update the Training Matrix as and when forms are received. The Human Resource Director is to be updated on monthly basis by the Training Officer in line with policy.























[bookmark: page3]












[image: \\ROBDC1\Common\ROBINSON SERVICES NEW LOGO Ststement.jpg][bookmark: _GoBack]Appendix 1 to Induction Policy

STAGE 1 INDUCTION PROGRAMME - EMPLOYEE INDUCTION FORM
	
Employee Name__________________________Site________________________________

Date Employment Commenced______________ 

Line Manager Name______________________Contact Details_______________________

Division (pse tick)                   
		 												     Cleaning        Laundry        Security        Hygiene       Special Services 	    SJRH Staff








								
								





Role (pse tick)
 Cleaning Operative      Laundry Operative      Security Operative        Housekeeper

 Maintenance 	        Special Services         SJRH Staff_______________________  
     General – Staff Handbook Reference (pse tick)
					
   Introduction to Robinson Services      	  Staff Handbook/ webpage 	          
	
   Confidentiality 			          Pay dates/break times/holidays		          	
	
   Absence reporting procedures               Disciplinary and grievance procedures


	
Any questions or queries?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Declaration: I____________________________ understand all the areas discussed above


Signature of Employee		           Name of Trainer		           Date_________________

Once complete this form should be held by the Line Manager in the employee file
A further copy is to be sent to the Trg Offr at SJRH
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STAGE 2 INDUCTION PROGRAMME LINE MANAGER CHECK LIST
Employee Name__________________________Site________________________________

Date Employment Commenced______________ 

Line Manager Name______________________Contact Details_______________________

On site (pse tick)

Site Manual 


Risk Assessments 


Emergency Procedures 


Site specification and layout 


Client communication log 


Equipment  


Accident/ Incident flow chart 


Health and Safety Policies 


Staff signing in/ out book 
Any questions or queries?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
___________________________________________________________________________

Declaration: I____________________________ understand all the areas discussed above


Signature of Employee		           Name of Trainer		      Date_________

Once complete this form should be held by the Line Manager in the employee file
A further copy is to be sent to the Trg Offr at SJRH
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