Recruiting a Personal Assistant


Induction of Your New Employee 

Once the candidate has accepted the job, the employer must then prepare for the new employee's arrival and induction. Failure to attend to this can create a poor impression and undo much of the positive view the applicant has gained throughout the recruitment and selection process. A good induction reinforces positive first impressions and makes new employees feel welcome and ready to contribute fully.

Things you should consider when drawing up an induction timetable include:-

· Welcome and introductions to team members

· Layout of work place

· Rest breaks

· Health and safety 

· Training 

For a full list of what you should cover during the induction period ACAS have produced a template which you can use to draw up an induction timetable specific to your employees (please see Acas leaflet below). 

For further information on health and safety please see LCiL’s guidance notes on Risk Assessments and PA Training. This includes information on:-

· Employers Liability Insurance

· Risk Assessments

· PA Training

Sample Induction checklist 

It is good practice to let the new starter have a copy of this list – this enables them to follow what is happening and will act as a reminder of anything missed or that needs particular attention. It should be the responsibility of both management and new starter to ensure that all relevant items are properly covered during the induction period.

Name  ....................................date of starting ...................................... 

Induction completed (signature of new starter) ................................... 
	
	Date
	Carried out by


	Comments 

	Reception

· Received by

• Personnel documentation & checks complete
P45

NI number


	
	
	

	Introduction to the company

• Who’s who

• History

• Products/services/markets

• Future plans and developments


	
	
	

	Terms and conditions of employment

• Written terms and conditions issued

• Contract of employment issued

• Hours, breaks, method of payment

• Holidays

• Clocking on/flextime/reporting procedures

• Probationary period

• Period of notice

• Sickness provisions

• Pension provisions
	
	
	

	Equal opportunities policy and worker development

• Training provision

• Further education/training policies

• Performance appraisal

• Promotion avenues


	
	
	

	Worker/employer relations

• Trade union membership

• Other worker representation

• Worker communications and consultation

• Grievance and disciplinary procedure

• Appeals procedure


	
	
	

	Organisation rules

• Smoking policy

• General behaviour/dress code

• Telephone calls

• Canteen/break facilities

• Cloakroom/toilets/lockers 


	
	
	

	Health and safety

• Awareness of hazards – any particular to type of work

• Safety rules

• Emergency procedures

• Clear gangways, exits

• Location of exits

• Dangerous substances or processes

• Reporting of accidents

• First aid

• Personal hygiene

• Introduction to safety representative
	
	
	

	Welfare and worker benefits/facilities

• Sports facilities

• Protective clothing – supply, laundry, replacement

• Medical services

• Savings schemes (including share options)

• Transport/parking arrangements

• Company discounts


	
	
	

	The job

• Introduction to manager/supervisor

• Requirements of new job

• Standards expected

• Co-workers

• Supervision and work performance appraisals
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